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About this Document

The Transaction Inquiry Dashboard Guide provides detailed information about the Transaction Inquiry
dashboard reports and features.

Audience

This document is intended for all users of the Finance Data Warehouse.

Related Documentation

e Finance Data Warehouse User Guide
e Finance Data Warehouse Financial Reporting Dashboard Guide
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

1.0 Getting Started

This section provides a brief overview of accessing the CFS Data Warehouse (sometimes also referred
to as the Finance Data Warehouse) and the Transaction Inquiry Dashboard. For comprehensive
information on using the features in the CFS Data Warehouse, go to the CFS Data Warehouse
Common Features Guide.

1.1 Logging in to the Data
Warehouse

The CFS Data Warehouse can be accessed through CSYou and is available as a button in the Quick
Links section.

https://csyou.calstate.edu/Divisions-Orgs/bus-fin/it/BI-DW/CFSDW/Pages/default.aspx

CFS Data Warehouse Quick Links

JI‘I,[-CFS Data Warehouse
The NEW Oracle Analytics Cloud version of the “onacLg
Finance Data Warehouse is now available —
See the Message Board for more information Mazsage Board

User Documentation

opline Learing
Check the Message Board regularly for current
CFS DW news (located in Quick Links section).

Non-Produchan Envirgnments

rowser Certification

The CFS Data Warehouse {also referred to as the Finance Data
Warehouse) containg reporting capabilities that provide campuses
with a set of inberactive dashboards containing commaon, core
réparting capabilibhies required by campuses and the Chancellor's

Office.

The followang dashboards are available in the Finance Data
Warehouse. Depending on your campus configuration, you will
have access to all or some of the following dashboards:

« Fimangial Reporting

= Tramsaction Inguiry

s Tree Reparting

= FIRMS/GAAP

s Sponsored F"G;I&I'I'IS-

s Labor Cost Destnbution (LTD)

» Asset Management (AM)

s BI/DW Massage Board

Login to the CFS Data Warehouse

Access to the CFS Data Warehouse is provided via SSO (single sign-on). The steps for accessing the
data warehouse at your campus might be different. Follow your campus guidelines to log into the data
warehouse.
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

The California
Gl State University

CAMPUS LOGIN

Select your campus from the dropdown, then click the Login button

If presented with this

screen, select your

campus from the list
and click "Login™

Choose your Campus, if Prompted

1.2 The Data Warehouse
Home Page and
Dashboards Menu
Once you have successfully logged in to the CFS Data Warehouse, you will be directed to the main
Home page. This page contains links to the individual dashboards and your most recently accessed
reports. The CFS Data Warehouse contains multiple dashboards. A dashboard allows multiple reports
to be displayed in a tabbed interface.

The California State University

Business Intelligence / Data Warehouse

BE Financial Reporting faii| Asset management

Transaction Inguiry I@ FIRMS GAAP

Labor Cost Distribution

Tree Reporting

9 & [
B &

r— Sponsored Programs pEELS Cystemwide Reporting
=—#*| The Data Warehouse is current as of
= 24-FEB-23 2:00 AM

S| Souce :FCFSOWS

o %% SHOPRD POB] SI5POKEPRDDS S SPOKEPRDOAC ORACLEVENCOM

Data Warehouse Main Home Page (Landing Page)
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

Depending on your security profile, you will have access to some or all of the following dashboards.

Asset Management

= Financial Reporting

=  FIRMS/GAAP

= Labor Cost Distribution

= Sponsored Programs

= Systemwide Reporting (restricted to CO only)
= Transaction Inquiry

= Tree Reporting

Additional Features on the Home Page

Additional features on the Data Warehouse Home Page include:

e The CFS Data Warehouse Home page displays the date and time of the current data
refresh.

e The BI/DW Message Board button will take you to the Message Board in CSYou.

The California State University

Business Intelligance / Data Warehouse

Aszet management

EF:Mnc-al Reporting
= .
E Transaction Inquiry ($ FIRMS GAAP

Q -1 Labor Cost Distribution Tree Reporting
$ (=]

&3P =
Sponsored Programs Sl a Systemwide Reporting

—-
The Data Warehouse is current as ol
has ) 23-FEB-23 2:00 AM

*==————_ Date & Time of last data load

BIDW Message Board - IIEAY0U

Seurte | FOFSOWS

l+— Data Source

DUmBE o DPRD_POBL SISPOXEPSDOR SISPOKEPRDOAL RACLEVEN COMY

Enhanced Functionality on the New CFS Data Warehouse Home Page

Accessing a Dashboard

1.  From the Data Warehouse Home page, click on a dashboard button to move to the associated
dashboard.
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

The California State University

Busaness intelgence | Data Warehouse

i At 210 g [P S o N
| Nwﬂuﬁ;ﬂ o (Broecor

\‘E;EJ', Labor Cost Distribution ﬁu m Tree Reporting

Click here to access

PPN [
= = —

&3P Transaction Inquiry
= A Spansored Programs SEELA Systermide Reporting
/ <'_—)I' The Data Warehouse is current as of ﬁ RePnns Ln:.;-].
= 24-FEB-23 2:00 AM

BUDW Message Board - IHAYDU

0 e | RCFIDWE

PH o) OB 3 PN D0 LN B0 CRACL TV £

Access a Dashboard by Clicking the Dashboard Button

2. Click on Transaction Inquiry button to go to the Transaction Inquiry dashboard.

E | Transaction Inquiry

Home Open POReports Open Requisition Reports  Actuals Reports  Budget Reports e Reports  Requ rts  ProCard Transactions
Select primary business unit for campus level reporting  Select primary budget ledger  Select original budget scenario only
COCSU - CSUL » BUDGETS - ORIG - Apply | Reset v

** All FitersPrompts are Fdescr [Field + Description) **

Report Index

Open PO Reports

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

Displays open requisitions reports and transactions with various chartfieid views
Artuaks Reports

Displays actuals transactions activity

Budget Reports

Displays budget transaction activity

Encumbrance Reports

Displays encumbrance ledger activity

Requisition Reports

Displays requisition activity in the ledger

Pro Card Transaction Report

Dispilays Pro Card Transaction Detail Report

Transaction Inquiry Home Page

Navigating through the Data Warehouse

1. You can also move through the dashboards by using the Dashboards drop down menu to
display a list of available dashboards.
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

Catalog Dashboards+ Creates Openw

(3 Most Rpcent{Home - Message)

& My Dashboard

4 psset Management

3] Ass anagement
= L

[z Labor Eost Distribution

[3] Labor Fost Distribution CHRS

4 QAC-HomeFolder
[{] Home

4 sponsored Programs

The Dashboards Menu is Available Throughout the Data Warehouse

2. Using the button on the Landing Page or the Dashboard menu, return to the Transaction Inquiry
dashboard.

1.3 Dashboard Filters

Dashboard settings are filters that will apply to ALL pages within a dashboard. You can override Home
Page default settings at the individual page/report level.

1. In the Default Settings for this Dashboard section, select your primary campus values.

FIELD DESCRIPTION EXPLANATION / EXAMPLE

Primary business unit for | The business unit for the PeopleSoft | COCSU or SBCMP

campus level reporting GL Application

Primary budget ledger The campus budget ledger. Budget

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

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

COCSU - C5U Offi =| BUDGETS | ORIG | Apply | Reset~

Dashboard Filters Example with Original Budget Scenario

2. Click Apply to apply the dashboard filters.

Save your Settings as Default
1. From the Page Options menu, choose Save Current Customization.
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

g=) Print

[¢4] Export to Excel

+34 Refresh
Create Prompted Link
Apply Saved Customization
Save Current Customization...
Edit Saved Customizations....

Clear My Customization

2. Enter a descriptive customization name.
3. Choose Make this my default for this page.

Save Current Customization @R

Name |COCSU - BUDGETY |
Save for @ me

Others  Set Permissions

#| Make this my default for this page

ﬂ Cancel

4. Click OK.
5. Return to the Transaction Inquiry dashboard.
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

2.0 The Transaction Inquiry Dashboard

The Transaction Inquiry dashboard Home page displays a report index of all transaction inquiry pages.
This dashboard provides lower-level detail reports of financial transactions reports.

1. From the Data Warehouse Home page, click on the Transaction Inquiry button to go to the
Transaction Inquiry dashboard.

E | Transaction Inguiry

Home Open POReports O Requisition Reports  Actusls Reports  Budpet Reports  Encumbrance Reports  Requisition Reports  ProCard Transsctions

Select primary business unit for campus level reporting  Select primary budy

ledger  Select original budget scenario only

COCSU - CSUK BUDGETS  ~ oRIG - Apply || Reset

** &ll Filters,/Prompts are Foescr (Fiekd + Description) **

Report Index

Open PO Reports

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

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

Diisplays sctuals transactions activity

Budget Reports

Diisplays budget transaction activity

Encumbrance Reports

Displays encumbrance ledger activity

Requisition Reports

Displays requisition activity in the ledger

Pro Card Transaction Report

Diisplays Pro Card Transaction Detail Report

The Transaction Inquiry Home Page

Set Transaction Inquiry Dashboard Filters

1. From the Dashboard filters section, select your primary campus values.

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

COCSU - CSU Office of the Chancelior A BUDGETS - ORIG L Apply Resetw
CIC3U - Channel Islands CSU BU -

. All Filters/Prompts are Fdescr (Field + Description) =

CIFDN - Channel Islands Foundation

CIGAF - Channel Islands GAAP BU

CISTU - CSU Channel Islands - Student

CIUGC - University Aux Services

#| COCSU - CSU Office of the Chancellor

Search...

<

Set Dashboard Filters

2. Click Apply to apply the dashboard filters.

Save Dashboard Settings as a Default Customization

Using saved customizations, you can store the dashboard settings as a default so that you do not have
to reset them every time you log into the data warehouse.
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1. From the Page Options menu, choose Save Current Customization.

§= Prinmt »
[0 Export to Excel >
+4 Refresh

Create Prompted Link

Apply Saved Customization »

Save Curremnt Customization...

Edit Saved Customizations...

Clear My Customization

The Page Options Feature

2. Enter a descriptive customization name. You might want to include the name of the business
unit (or units) that you entered in your dashboard settings.

3. Choose Make this my default for this page.

Save Current Customization '@

Name [COCSU - BUDGETS|
Save for @ me
Others

#| Make this my default for this page
oK Cancel

Saving the Dashboard Settings as Default

4. Click OK.
2.1 Transaction Inquiry
Report Index
Page Name / Report Name Page / Report Description
Open PO Reports Displays open PO reports and transactions with varying views
based on filter selection
Open PO Report e  Open PO listing with six column selectors
Open PO Views e Open PO listing by various chartfield and supplier (vendor)
views
Open PO Transaction Details e Open PO transaction details based on the selected report
filters
Open Requisition Reports Displays open requisitions reports and transactions with various
chartfield views
Open Requisition Report e  Open Requisitions listing with six column selectors
Open Requisition Views e  Open Requisitions listing by various views
Actuals Reports Displays actuals transactions activity
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Page Name / Report Name

Page / Report Description

Actuals Transactions

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

Actuals Reporting by Attributes

Actuals Reporting by Attributes is a transactional display
with six column selectors

Budget Reports

Displays budget transaction activity

Budget Transactions

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

Budget Reporting by Attributes

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

Encumbrance Reports

Displays encumbrance ledger activity

Encumbrance Transactions

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

Encumbrance Reporting by
Attributes

Encumbrance Reporting by Attributes is the transactional
display with six column selectors

Requisitions Reports

Displays requisition activity in the ledger

Requisition Transactions

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

Requisition Reporting by
Attributes

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

ProCard Transactions

Displays ProCard Transaction Detail Report

Last Revised: 12/17/18
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3.0 Open PO Reports

Home

Cipen P10 Rrports

Open Reguisition Reports  Actuals Peports  Sodget Reports  Encumirance Aeports  Reguisition Reports ProCard Transactions

COCT - CRUIE w BUDGETS ®

#* AN Fifters,/Prompts are Fdescr [Feld = Descripiion) **

The Open PO Reports page displays open PO reports and transactions with varying views based on
filter selection. This page contains three reports:

e Open PO Report

Open PO listing with six column selectors
e Open PO Views

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

Open PO transaction details based on the selected report filters
When you click on one of the Open PO Report links, the selected report will appear on its own page /
tab with the other dashboard pages.

3.1  Open PO Report
The Open PO Report produces a list of Open POs with six column selectors.

Business Unit Fiscal Year Period (as of) Account Category
—Select Value--w 2018 v <=5 A —Select Value- w
Fund Dept Account Project Program Class

X v —Select Value—- w —Select Value- w —Select Value—- w —Select Value—- w —Select Value- wv

NOT Fund Value NOT Dept ID

NOT —-select Value-w

NOT Account Value NOT Project Value NOT Program Value NOT Class Value NOT Acct Cat Value

NOT —-select Value—-w NOT —Select Value—-w  NOT —Select Value-w»  NOT —Select Value—-w  NOT _Select Value—-w  NOT —Select Value— w

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

—Select Value--w —Select Value—- w —Select Value--w  —Select Value—-w —Select Value- w —Select Value- wv

Open PO Report Filters

Features

e The Open PO Report contains two section for filters: Report Filters and Advanced Filters.

PO information can be retrieved through Open PO Reports or through the Encumbrance
Reports.

To display all encumbrances, both those associated with a PO and not associated with a PO, use the
Encumbrance Reports.

3.11

Report Example

Description

Open PO Report

Report Filters

Business Unit
Fiscal Year

Last Revised: 12/17/18
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Description Open PO Report

As of Period = 12
Account Type = 60
Budget Ledger
Fund

Dept

Column Selectors Column 1: Fund Fdescr
Column 2: Dept Fdescr
Column 3: Acct Fdescr
Column 4: Doc Line #
Column 5: Doc Ln Descr

Instructions Set the report filters, apply the filters, and choose the
column selectors.

Add a subtotal to the fixed column “Doc ID” to see a
subtotal of all lines within a unique Doc ID

3.1.2 Report Views
This report has no report views. The report results columns are indicated below:

Column selectors plus:
e Open PO Amt
3.2 Open PO Views

Open PO Views provides a report of Open POs by various chartfield and supplier (vendor) views

Business Unit Fiscal Year Period (as of) Account Category

—Select Value-—- w 2018 v <=5 A —Select Value-—- w
Fund Dept Account Project Program Class

X v —Select Value-—- w —Select Value-—- w —Select Value-—- w —Select Value-—- w —Select Value-—- w
NOT Fund Value NOT Dept ID NOT Account Value MOT Project Value NOT Program Value NOT Class Value NOT Acct Cat Value

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

—Select Value-—- w —Select Value-—- w —Select Value--w  —Select Value—w —Select Value-—- w —Select Value-—- w

NOT —Select Value—-w  NOT —Select Value-w»  NOT _Select Value-w  NOT —Select Value-w  NOT —Select Value-w»  NOT —-Select Value—w  NOT —Select Value— w

Open PO Views Report Filters

Features

e Open PO Views contains two section for filters: Report Filters and Advanced Filters.
e There are no column selectors in the Open PO Views report.

3.21 Report Views
The Open PO Views report contains seven report views.
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

Select Report View: Cpen PO By Fund v

Open PO By Fund

Cpen PO By Account
Cpen PO By Program
Cpen PO By Project
Cpen PO By Class
Cpen PO By Department
Cpen PO By Supplier

Filters

Report Views: Open PO Views

Open PO By Department*

Select Report View: | Open PO By Department »
| Dept [1027 - INFORMATION SYSTEMS v |

PO #4° [PO Line # |Document Line Descr [Supplier Sdescr [Supplier Descr [Fund [ Account [Program [Project | Class [Open PO Amt
DDDD]4DZ4D| 2 ‘15}’15 FY - Orade University C ‘ORACLEAMER—DDl ‘ORA(IE AMERICA INC |48501 - CSU OPERATING-GENERAL SUPPORT | 660009 - PROFESSIONAL DEVELOPMNTETRAING ‘— == |— == == 22,690.00
0000140240 Total 22,690.00
Grand Total 22,690.00

All chartfield views return a pivot on the selected chartfield and display the remaining five chartfields as
fixed columns. Report view displays a pivot on Chartfield type plus:

PO#

PO Line #

Document Line Descr
Supplier Sdescr
Supplier Descr
Account*

Program*

Project*

Class*

Dept* (pivot in Open PO by Department view)
Open PO Amt

*The Open PO By Department Report View is displayed here. Other Report Views display a pivot by each
chartfield. Chartfield columns change order depending on the active chartfield pivot view.
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CFS DATA WAREHOUSE

TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

3.3

Open PO Transaction
Details

The Open PO Transaction Details report displays open PO transactions based on the selected report
filters. The Open PO Transaction Details report is designed to support the export of large data sets to

Excel or to CSV format.

Business Unit Fiscal Year
—Select Value—-w 2018 v
Fund Dept

X v —Select Value—-w

NOT Fund Value NOT Dept ID

NOT —-Select Value— w

Document Source  Doc ID

—Select Value—-w —Select Value—-w

NOT —-sSelect Value—-w

Period (as of)

<=5 v

Account Project

—Select Value-—-w

NOT Account Value
NOT —-Select Value— w

Document Date Doc Line Descr

—Select Value-—- w

—Select Value—-w

—Select Value—-w

Account Category

—Select Value—-w

Program

—Select Value-—- w

NOT Project Value
NOT —-select Value-w

Supplier

—Select Value-—- w

Class

—Select Value—-w

NOT Program Value

NOT —-Select Value— w

Supplier Descr

—Select Value—-w

NOT Class Value NOT Acct Cat Value

NOT -Select Value-w»  NOT —-Select Value— w

1 Report Views

Open PO Transaction Details Report Filters

There are no report views in this report. The report results columns are indicated below:

4 Open PO Transaction Details
Open PO Transactions
Time run: 11/27/2018 12:51:04 PM
Business Unit = COCSU - CSU Office of the Chancellor, Fiscal Year = 2018, Period = 2
Jmi PO PO po pus unit Fiscal Period . Docln Doc Sre
PO # Vendor Src Line Dst Sch Fdescr Year | Descr Period Desecr Descr Enc Amt Acct Fdescr Fund Fdescr Dept Fdescr
0000002694 000000005 - - 4 1 1 COCSU-CSU 2012 Period1 1 1213FY Encumbrance  104,246.04 613001 - 48501 - CSU 1185 -
csu Office of the -2012- Activity from a CONTRACTUAL  OPERATING- INFRASTRUCTURE
FULLERTON Chancellor 07-01 FO SERVICES GENERAL SERVICES
SUPPORT
0000002694 000000005 - - 4 1 1 COCSU-CSU 2012 Period 11 1213 FY Encumbrance  (43,635.55) 613001 - 48501 - CSU 1185 -
csu Office of the - Activity from a CONTRACTUAL  OPERATING- INFRASTRUCTURE
FULLERTON Chancellor 2013-05- FO SERVICES GENERAL SERVICES
01 SUPPORT
Prog Class  Proj Document Voucher Voucher Voucher Accounting KK Tran D
Fdescr Fdescr Fdescr Date D Ln DistLn Date Date
--- --- --- 0312672010 - 0 0 052872014 12/08/2010 -
03/26/2010 - 0 0 05/28/2014 12/08/2010 -

Drill-Down Columns

e PO#
e \Vendor
e Jrnl Src

Last Revised: 12/17/18
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PO Line #

PO Dst #

PO Sch

Bus Unit Fdescr
Fiscal Year
Period Descr
Period

Doc Ln Descr
Doc Src Descr
Enc Amt

Acct Fdescr
Fund Fdescr
Dept Fdescr
Prog Fdescr
Class Fdescr
Proj Fdescr
Document Date
Voucher ID
Voucher Ln
Voucher Dist Ln
Accounting Date
KK Tran Date
Invoice ID

Last Revised: 12/17/18
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4.0 Open Requisition Reports

B Transaction Inquiry

Home Open PO Reporis dufusis Reports  Budget Reports  Encumbrance Reports  Reguisition Reports  Proland Trarsactions

COCSU- C5UE = BUDGETS = oG - Apply | Reset v

** &) Filters,/Prompfs ane Fdescr (Fleld + Description) **

The Open Requisition Reports display open requisitions reports and transactions with various chartfield
views. This page contains two reports:
e Open Requisition Report
Open Requisitions listing with six column selectors
e Open Requisition Views
Open Requisitions listing by various chartfield and supplier (vendor) views
When you click on one of the Open Requisition Report links, the selected report will appear on its own
page / tab with the other dashboard pages.

4.1 Open Requisition
Report

The Open Requisition Report produces a list of open requisitions with six column selectors.

Business Unit Fiscal Year Period (as of) Account Category

—Select Value-—- w 2018 v <=5 v —Select Value-—- w
Fund Dept Account Project Program Class

X v —Select Value-—- w —Select Value- wv —Select Value—- wv —Select Value—- wv —Select Value—- wv
NOT Fund Value NOT Dept ID NOT Account Value NOT Project Value NOT Program Value NOT Class Value NOT Acct Cat Value

NOT —Select Value—-w  NOT _Select Value—w  NOT —Select Value-w  NOT —Select Value-w»  NOT —Select Value-w  NOT _Select Value-w  NOT —Select Value-w

Document Source  Doc ID Document Date Doc Line Descr Purchase Order

—Select Value-—- w —Select Value-—- w —Select Value- wv —Select Value—- wv —Select Value—- wv

Open Requisition Report Filters

Features
e The Open Requisition Report contains two section for filters: Report Filters and Advanced
Filters.
e The Open Requisition Report is designed to support the export of large data sets to Excel or to
CSV format.

4.1.1 Report Views

The Open Requisition Report has no report views. It has 6 column selectors and fixed columns:

e ReqlID
e Pre-encumbrance
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CFS DATA WAREHOUSE

Open Req Detail Drill Down Report

Click on the fixed Req ID field to drill down to Open Req Detail.

TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

Scroll to the right to see additional

columns.
Open Req Detail
Business Fiscal . Accounting Doc Ln . Period Document
Unit Year Period Date Doc ID Doc Src Descr Amount  Account Fund Department Program Class Project Descr Date
SBCMP - 2017 2 05/18/2018 0000051576 Pre Invoice 2:  16,380.00 660003 - SBO01 - B0430- --- --- --- Period 08/29/2017
CSU San Encumbrance UAchieve Supplies&Srves- TF- Rec- -
Bernardino from a Upgrade General GEMERAL Registr& 2017-
Requisition In FUND Eval 08-01
SUPPORT
SBCMP - 2017 2 05/18/2018 0000051576 Pre UAchieve  5,460.00 660003 - SBOO1 - B0430- --- --- --- Period  08/29/2017
CSU San Encumbrance Upgrade Supplies&Srvcs-  TF- Rec- -
Eernardino from a Invoice 3 General GENERAL Registr& 2017-
Requisition Del FUND Eval 08-01
SUPPORT
SBCMP - 2017 2 05/18/2018 0000051576 Pre UAchieve 5,460.00 660003 - SBO01 - B0430- --- --- --- Period 08/29/2017
CSU San Encumbrance Upgrade Supplies&Srvcs- TF- Rec- -
Eernardino from a Services General GENERAL Registr& 2017-
Requisition for FUND Eval 08-01
SUPPORT
Grand 27,300.00
Total
PO
" B P Req Req Req KK Tran Jml SCO Csu FIRMS  FIRMS SCO Row
PO# Suppliertd  SupplierName .y DIt gy Rea¥ Ln# Dst¢ edoer Date src ReaDate  KRTanlD gy pung objcd  Proj subfund ™" Count
- 0000021003 COLLEGESOU- 000 0.00 1.00 0000051576 200 100 KK_DTL_PRE 08/29/2017 - 08/29/2017 0008061288 0948 - 485-TF- 660003 00000- 000-x  2.00 3
001 - Ledger KK Calif CsuU = No
Pre State Operating Supplies Project
Encumbrance University Fund and MName
Trust Services Assigned
Fund
- 0000021003 COLLEGESOU- 000 0.00 1.00 0000051576 3.00 1.00 KK_DTL_PRE 08292017 - 08/2%/2017 0008061288 0043 - 485 -TF- 660003  00000-  OO0O-x 3.00 3
001 - Ledger KK Calif csu - No
Pre State Operating Supplies Project
Encumbrance University Fund and MName
Trust Services  Assigned
Fund
= 0000021003 COLLEGESQU- 000 000 1.00 0000051576 1.00 1.00 KK_DTL_PRE 08292017 - 08/2%2017 0008061283 0043 - 485 - TF- 660003 00000- 0O00-x 1.00 3
001 - Ledger KK Calif csu - No
Pre State Operating Supplies Project
Encumbrance University Fund and Name
Trust Services Assigned
Fund
3
Drill Down Columns
e Business Unit
e Fiscal Year
e Period
e Accounting Date
e DoclID
e Doc Src
e Doc Ln Descr
e Amount
e Account
e Fund
e Department
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Program
Class

Project

Period Descr
Document Date
PO#

Supplier ID
Supplier Name
PO Line#

PO Dist Ln#
Req Sch
Reg#

Req Ln#

Req Dst#
Ledger

KK Tran Date
Jrnl Src

Req Date

KK Tran ID
SCO Fund
CSU Fund
FIRMS Obj Cd
FIRMS Proj
SCO Subfund
KK Tran Ln
Row Count

4.2 Open Requisition
Views

Open Requisition Views provides a report of open requisitions by various chartfield and supplier
(vendor) views.

NOT Fund Value

NOT Dept ID

NOT Account Value

NOT Project Value

Business Unit Fiscal Year Period (as of) Account Category

—Select Value-- w 2018 v <=5 v —Select Value—-w

Fund Dept Account Project Program Class

X v —Select Value—-w —Select Value—- w —Select Value-- w —Select Value—-w —Select Value—- w

NOT Program Value

NOT Class Value

NOT Acct Cat Value

NOT --Select Value-w  NOT _Select Value-w  NOT --Select Value—w  NOT —Select Value—-w  NOT —Select Value-w  NOT _Select Value-w  NOT --Select Value— w

Document Source  Doc ID Document Date Doc Line Descr Purchase Order

—Select Value-- w —Select Value—-w —Select Value—- w —Select Value-- w —Select Value—-w

Open Requisition Views Report Filters
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Features

e Open Requisition Views contains two section for filters: Report Filters and Advanced Filters.

e There are no column selectors in the Open Requisition Views report. The fixed report fields are
listed below. The PO # field is the one drillable field.

4.2.1 Report Views

The Open PO Views report contains six report views.

Req By Fund

Req By Account
Req By Program
Req By Project

Req By Class

Req By Department

Select Report View: .R eq By Fund v.
Feqg By Account
Feqg By Program
Feq By Project
Feqg By Class

Feqg By Department

Filters

All chartfield views return a pivot on the selected chartfield and display the remaining five chartfields as
fixed columns.

/ Select Report View: [Reg By Fund -
Fund [SBO01 - TF-GENERAL FUND SUPPORT v |

Req #4. Fiscal Year [Account [Dept [Program [Project [Class [Supplier Sdeser | Supplier Deser [Po1D [Period[Open Req Amt
0000031842 2010660003 - SuppliesaSrves-General |DO700 - Fadilities Services - Admin | 0701 - Physical Plant istration  |--- |--- = = |- |
0000031842 Total 4,500.00

0000033114 2011650003 - Supplies@Srves-General |C1250 - US Dean-Academic Admin 0405 - Academic Administration ‘ -- ‘- -- KONICA MIN-001 |Konica Minclta Business Sclutions |- 1 2,266.00

0000031477 1| (2,266.00)

0000033114 Total 479.00
0000036837 2012850003 - SuppliesSrves-General |D0722 - FS - Building Maintenance 0702 - Building Maintenance ‘ -- ‘— - ALPHA MATE-001 | Alpha Materials

0000035188 & (540,00

0000036837 Total 131.00
S —

Pivot on chartfield type plus:

Reqg#

Fiscal Year* (only in Req by Fund view)
Fund* (pivot in Req by Fund view)
Account
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Dept

Program
Project

Class

Supplier Descr
Supplier Sdescr
PO ID

Period

Open Req Amt
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B Transaction Inquiry

Home Open PO Reporis Un-eruecl.-s-‘.mkewts Buaiget Aegorts  Encumbrance Reports  Reguisition Reports  ProCand Tramsactions

COCSU- C5UE = BUDGETS = oG - Apply | Reset v

** &) Filters,/Prompfs ane Fdescr (Fleld + Description) **

The Actuals Reports page provides reporting on actuals transaction activity based on the selected
report filters. This page contains two reports:

e Actuals Transactions
e Actuals Reporting by Attributes
When you click on one of the Actuals Reports links, the selected report will appear on its own page /

tab with the other dashboard pages.

5.1 Actuals Transactions

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

Business Unit Fiscal Year Period From Period To Account Type Account Category
—Select Value-- w 2018 w» Between g v - 12 L4 —Select Value-- w —Select Value-- w
Fund Dept Account Project Program Class
X A4 —Select Value—- w —Select Value—- w —Select Value—- » —Select Value—- v —Select Value—- v
NOT Fund Value NOT Dept ID NOT Account Value NOT Project Value NOT Program Value NOT Class Value NOT Acct Cat Value

NOT -Select Value—w  NOT —Select Value-w  NOT —-Select Value-w  NOT —Select Value-»  NOT -Select Value—-w  NOT —Select Value-w  NOT -Select Value- w

Posted Date Document Source  Doc ID Accounting Date Doc Line Descr Journal Source Journal Template Supplier Supplier Descr

—Select Value- v —Select Value—- v —Select Value—- v —Select Value—- v —Select Value—- v —Select Value—- v —Select Value—- w —Select Value—-w —Select Value—-w

Actuals Transactions Report Filters

Features

e Actuals Transactions contains two section for filters: Report Filters and Advanced Filters.

5.1.1 Report Example
Use this report to create a transaction report.

Description Open PO Report

Report Filters Business Unit = Valid Value
Fiscal Year = Valid Value

As of Period = Valid Value
Account Type = 60

Budget Ledger = Valid Value
Fund = Valid Value

Dept = Valid Value

Instructions Set the report filters and apply the filters.
Try all the Report Views listed below.
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5.1.2 Report Views

TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

The Actuals Transactions report contains four report views.

Select Report View: Actuals Transactions Limited Columns

Actuals Transactions Limited Columns

Actuals Transactions Limited with Subtotals

Filters

Actuals Transactions Download to Excel

v

Report Views: Actuals Transactions

Actuals Transactions Limited Columns

4 Actuals Transactions

Actuals Transactions by Period
Time run: 12/3/2018 11:59:19 AM

e

One page for every 100
transactions

Doc Ln Descr

0.00 -

0.00
0.00
0.00
0.00
0.00
0.00

Select Report View: Actuals Transactions Limited Columns v
Page Number 1w
Fiscal Year Period DocID Doc Src Fdescr DocumentDate DocLn# Doc DstLn#

2017 0 - PYB - GL BEGINNING BALANCE 08/08/1988 0.00

1 0001110606 MJE - Manual Journal Entry 0713172017 12.00

0001110606 MJE - Manual Journal Entry 07i31/2017 13.00

02-AUG-17  HCM - HR Accounting Lines 07i31/2017 13,144.00

02-AUG-17  HCM - HR Accounting Lines 07i31/2017 13,145.00

02-AUG-17  HCM - HR Accounting Lines 073172017 13,146.00

02-AUG-17  HCM - HR Accounting Lines 073172017 13,147.00

02-AUG-17  HCM - HR Accounting Lines 0713172017 13,148.00

0.00

July17 Meter Reads

July17 Meter Reads
011306973-3 StaffSal-370-GF
011306973-3 OASDI-370-GF
011306973-3 Medicare-370-GF
011306973-3 HealthWelf-370-GF
011306973-3 Dental-370-GF

Amount

131882
647.76
104296
4,080.00
252.16
58.97
688.43
49.41

This report view will display 100 transactions per page. There are no column selectors. The report

Report View: Actuals Transactions Limited Columns

results displays 10 fixed columns:

Business Unit
Fiscal Year
Period

Doc ID

Doc Src Fdescr
Document Date
DoclLn#

Doc DstLn #
Doc Ln Descr
Amount

Actuals Transactions Limited with Subtotals

This report view displays the same 10 columns as the Actions Transactions Limited Columns report

view, 100 transactions per page. Additionally, the report results have a subtotal in column 4 after every

Doc ID group:
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4 Actuals Transactions

Actuals Transactions by Period
Time run: 12/3/2018 11:46:12 AM

Subtotal of all entries for a
unique Doc ID

Page Number 1w

Business Unit

COCSU - CSU Office of the Chancellor

Fiscal Year Period

2017

Select Report View: Actuals Transactions Limited with Subtotals »

Doc ID Doc Src Fdescr Document Date DocLn# DocDstLn# Doc Ln Descr Amount

0001095503 MJE - Manual Journal Entry 07/01/2017 11.00 0.00 1617 Accr CPO154979/P0150268 (150,723 89)
0001095503 MJE - Manual Journal Entry 07/01/2017 12.00 0.00 1617 Accr CNI BASE UPLIFT COST (166,725 54)
0001095503 MJE - Manual Journal Entry 07/01/2017 13.00 0.00 Accr SDSU FY1617 CNI UPLIFT (99,729.00)
0001095503 MJE - Manual Journal Entry 07/01/2017 14.00 0.00 Accr 1617 CNI SAN JOSE UPLIFT (14,076.56)
0001095503 MJE - Manual Journal Entry 07/01/2017 19.00 0.00 1617 Accr CPO Reimbino exp (2,148,488 70)
0001095503 MJE - Manual Journal Entry 07/01/2017 21.00 0.00 Accr PO140240 ORACLE TRNG 1617 (16,467 75)
0001095503 MJE - Manual Journal Entry 07/01/2017 22.00 0.00 Accr 1617 CSUMB ORACLE TRAIN (3,477 50)
0001095503 Total (2,599,688.94)
0001095538 MJE - Manual Journal Entry 07/01/2017 3.00 0.00 Accrue ERP travel invoices (42,351 42)
0001095538 MJE - Manual Journal Entry 07/01/2017 5.00 0.00 Accrue ERP travel invoices (25,680.09)

Business Unit
Fiscal Year
Period

Doc ID

Doc Src Fdescr
Document Date
DocLn#

Doc DstLn#
Doc Ln Desr
Amount

Last Revised: 12/17/18
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Actuals Transactions Download to Excel

TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

The purpose of this view is to format the data for download to Excel. Use the Export > Excel or Export >
Data features to export the entire dataset.

4 Actuals Transactions
Actuals Transactions by Period
Time run: 12/11/2018 9:26:05 AM
Business  Fiscal 5 Accounting Doc Src Prog Project Stat Stat Purchase
Unit Year Period Date Doc ID Bl Doc Ln Descr Amount Account Fdescr Fund Fdescr  Dept Fdescr Ceieser] Class Fdescr e cd Amt Order
COGCSU - 2017 1 07/01/2017 0001085503 MJE - 1617 Accr CNI BASE (166,725 54) 616902 - CONTRA IT 543IT - 1101 - COMMON === === === = 000 -
csu Manual UPLIFT COST HARDWARE INACTIVE-IT ~ NETWORK
Office of Journal INTRNL COST INFRASTRUCTURE
the Entry RECVRY
Chancellor
COCSU - 2017 1 07/01/2017 0001085503 MJE - 1617 Acer CPO (2,143 45870) 616903 - CONTRA IT 543IT - 1067 - MAJOR - - - - 000 -
csu Manual Reimb/no exp SOFTWARE INACTIVE-IT  APPLICATION PROJ
Office of Journal INTRNL COST
the Entry RECVRY
Chancellor
! ] ) csu CSU \edger  Document Jmi Posted  Journal  SCO FIRMS Obj Cd
Supplier ID  Supplier Name  Supplier Descr Invoice ID Jml D Jml Descr Descr CSU Ref1 2Re[ i Date Src  Date Date Egg:cr CSU Fund Fdescr o—
= = = = 0001095503 SA - Record = = = ACTUALS 07/01/2017 COA 077202017 07/01/2017 0948 - 543 - TF-Cost 616002 - T
FY1617 - Actuals alif Recovery/Reciprocal Hardware
accruals for Ledger State and Nonreciprocal
54302 and University Campus
54310 and Trust
543IT & Fund
- - - - 0001095503 SA - Record - - - ACTUALS 07/01/2017 COA 07/20/2017 07/01/2017 0048 - 543 - TF-Cost 616003 - IIT
FY1617 - Actuals Calif Recovery/Reciprocal Software
accruals for Ledger State and Nonreciprocal
. SCO Jml Doc Acct Open Payment
FIRMS Proj Subfund Jml Jml JmiLnRef Rev Jml User ID Doc  Dst Entry Customer Customer Item Reversal PO PO PO
Cd Fdescr Ln# Class Template Ln# Ln ID Name Date Dst Ln Sch
Fdescr Cd D # Type Key Reference
00000 - No 000 -x 12.00 ORG CPO167023 R = 01014930186 12.00 0.00 - = = = 08/08/1988 0.00 000 0.00 -
Project
Name
Assigned
00000 - No 000 -x 19.00 ORG VARCPO R - 01014930186 19.00 0.00 - - - - 0&/08/1988 000 000 0.00 -
Project
Name
Assigned

Business Unit
Fiscal Year
Period
Accounting Date
Doc ID

Doc Src Fdescr
Doc Ln Descr
Amount
Account Fdescr
Fund Fdescr
Dept Fdescr
Prog Fdescr
Class Fdescr
Project Fdescr
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Stat Cd

Stat Amt

Purchase Order
Supplier ID

Supplier Name
Invoice ID

Jrnl ID

Jrnl Descr

CSU Descr

CSU Ref 1

CSU Ref 2

Ledger Fdescr
Document Date

Jrnl Src

Posted Date

Journal Date

SCO Fund Fdescr
CSU Fund Fdescr
FIRMS Obj Cd Fdescr
FIRMS Proj Cd Fdescr
SCO Subfund Fdescr
Jrnl Ln #

Jrnl Class

Jrnl Ln Ref

Jrnl Rev Cd

Jrnl Template

User ID

DocLn#

Doc Dist Ln #

Acct Entry Type
Customer ID
Customer Name
Open Item Key
Reversal Date

PO Dst

PO Ln

PO Sch

Payment ID Reference
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5.2 Actuals Reporting by
Attributes

The Actuals Reporting by Attributes report is a transactional display with six column selectors.

Features

e The Actuals Reporting by Attributes report contains two section for filters: Report Filters and
Advanced Filters.

e Attribute filters are available on Actuals, Budget, Encumbrance, and Requisition transaction
reports.

e This report has 6 column selectors containing selections for all filters.

5.2.1 Report Views
The Actuals Reporting by Attributes report contains one report view and a Filters view:

Select Report View: |G =00 v iyl
Filters View

Actuals Custom Summary

4 Actuals Reporting By Attributes
Business Unit = COCSU - CSU Office of the Chancellor, Fiscal Year = 2017, Period is between 0,12
Actuals Reporting by Attributes
Time run: 12/5/2018 12:40:37 PM
Show Column 1: Column 2: Column 3: Column 4; Column 5: Column 6:

Fund Fdescr w Dept Fdescr w  Acct Fdescr w Hide w Hide w Hide v

Select Report View: Actuals Custom Summary w

Fund Fdescra™ Dept Fdeser Acct Fdescr DocID Posted Date Doc Src Fdescr Doc Ln Descr Actuals
48124 - CCF-LOTTERY OPERATING 1027 - INFORMATION SYSTEMS 613001 - CONTRACTUAL SERVICES 0001095538 07/20/2017  MJE - Manual Journal Entry ‘Accrue ERP travel invoices
Accrue Q2SP EB June hours
Accrue Q2SP EB June travel
Accrue Q2SP PO June hours
Accrue Q2SP PO June travel
‘Accrue Q2SP SB June hours
Accrue Q2SP SB June travel
0001166926 12/04/2017  MJE - Manual Journal Entry Frm 48523 to 48124 Q2P
0001181845 01/08/2018 __ MJE - Manual Journal Entry Frm 48523 io 48124 - Q2SP EB

Column selectors plus:

Doc ID

Posted Date
Doc Src Fdescr
Doc Ln Descr
Actuals
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6.0 Budget Reports

i@ Transaction Inquiry

Home Open PO Reporis  Open Reguisition Reports A(:ud;hm'l'l Ercumbrance Reporis  Reguisition Reporis  Proland Transactions

SElECT Drmary BUSineSs Uit for CAmpuUs kvl Reporting  Select primany budget ledger  Select original BUdget soerang only

COCSU- C5UE = BUDSETS = oRG - Apply | Reset v

** &) Filters,/Prompfs ane Fdescr (Fleld + Description) **

The Budget Reports page provides reporting on budget transaction activity based on the selected
report filters. This page contains two reports:

e Budget Transactions
e Budget Reporting by Attributes

When you click on one of the Budget Reports links, the selected report will appear on its own page / tab
with the other dashboard pages.

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

Business Unit Fiscal Year Period From Period To Account Type Account Category Budget Ledger
—Select Value-- w 2018 w Between 1 v - 12 v 50 - Revenues;, w —Select Value-- w —Select Value-- w
Fund Dept Account Project Program Class Scenario
X v —Select Value-—- w —Select Value-—- w —Select Value-—- w —Select Value-—- w —Select Value-—- w —Select Value-—- w
NOT Fund Value NOT Dept ID NOT Account Value MNOT Project Value NOT Program Value NOT Class Value NOT Acct Cat Value

NOT --Select Value—w  NOT Select Value-w  NOT —Select Value-w»  NOT —Select Value-w  NOT -Select Value-w  NOT —Select Value-w  NOT —Select Value-w

Doc ID Doc Date Jml Source Doc Line Descr

—5elect Value-- w —5elect Value--w  —Select Value-- w —5elect Value-- w

Budget Transactions Report Filters

Features

e Budget Transactions contains two section for filters: Report Filters and Advanced Filters.

6.1.1 Report Views
The Budget Transactions report contains four report views.

Select Report View: Budget Transactions Limited Columns v

Budget Transactions Limited Columns

Budget Transacfions Limited with Subtotals

T

Budget Transactions Download to Excel

Filters

Report Views: Budget Transactions
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Budget Transactions Limited Columns

TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

One page for every 100 transactions

/SeIlEd Report View: | Budget Transactions Limitzd Columns

A
-FZI:“
3
4
Business Unit é Fiscal Year | Period |Doc ID Dioc Src Fdescr Doc Date  |Doc Ln #|Doc Ln Descr Amount
COCSU-CSUOff; e [Chancellor 2015 10000730530 |MIE - Manual Journal Entry [07/01/2015 1]2014/15 BBA (29,394,903.00)
8 2|2014/15 BBA Catastrophic Event 10,000,000.00
9 3|2014/15 BBA CO Initiatives 5,000,000.00
10 4|2014/15 BBA Chancellor's Proj 4,098,435.00
E 5|2014/15 BBA ITS Projects 5,700,000.00
13 &|2014/15 BBA CO Contingancy 1,000,000.00
14 7|2014/15 BBA Currency Fluctuatn 300,000.00
15 §|2014/15 BBA CO Contingcy INTAC 2,398,464.00
18 3|2014/15 ENC - GF (16,023,145.55)
—1? 1M 1AM EMC_MA WTACT TRCTTTIITE O S nin

This report view will display 100 transactions per page. There are no column selectors. The report
results displays 9 fixed columns:

Fiscal Year
Period
Doc ID

Doc Date
Doc Ln #

Amount

Business Unit

Doc Ln Descr

Doc Src Fdescr

Budget Transactions Limited with Subtotals

This report view displays the same 9 columns as the Budget Transactions Limited Columns report view,
100 transactions per page. Additionally, the report results have a subtotal in column 4 after every Doc

ID group:
Select Report View: | Budget Transactions Limited with Subtotals
Page Numbsr
Business Unit Fiscal Year |Period | Doc ID Doc Src Fdescr Doc Date | Doc Ln # |Doc Ln Descr Amount
COCSU - CSU Office of the Chancellor 2015 1| 0000730530 | MIE - Manual Joumal Entry |07/01/2015 100|2014/15 ENC-ORACLE AMERICA INC 4,550.00
101|2014/15 ENG-ERP ANALYSTS INC 493,142.22
102|2014/15 ENC-UNYSIS CORPORATION 141,880,32
103|2014/15 ENC-SIERRA-CEDAR INC 940,065.09
104|2014/15 ENC-MORAN TECHNOLOGY C 76,780.00
105|2014/15 ENC-UNYSIS CORPORATION 20,454.00
106|2014/15 ENC-ERP ANALYSTS INC 788,922.33
Sub.total of all 107|2014/15 ENC-SIERRA-CEDAR INC 29,760.00
entries for a 178|2014/15 ENC-eTravel 1027-48501 243.65
unique Doc ID 0000730530 Total 2,495,837.61
0000730532 | MIE - Manual Journal Entry [07/01/2015 12 2014/15 ROLLFORWARD One-Time 1,867,314.00 |
13(2014/15 ROLLFORWARD One-Time 378,554.00
14(2014/15 ROLLFORWARD One-Time 177,287.00
15(2014/15 ROLLFORWARD One-Tims 167,400.00
0000730532 Total 2,590,595.00
mmanuau Journal Entry |07}|Tl;2015! 414]2015/16 Bass Budget 236,364.00
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Budget Transactions Download to Excel

The purpose of this view is to format the data for download to Excel. Use the Export > Excel or Export >
Data features to export the entire dataset.

. . Doc - Jml Jml
BT Fiscal Period |ACS2UNENG | poe 1 Sre Doc Ln Descr | Amount Account Fdescr Fund Fdescr |Dept Fdescr | Prog Fdescr | Class Fdescr FgzEE Stat |Stat ) | drol Ln Rev| Iml Jml Ln Descr
Unit Year Date Fdescr Cd [amt Ref D
Fdescr Nbr cd
COCSU - | 2015 1|07/01/2015 (0000730530 |MIE - |2014/15 ENC- 493,142.22 |613001 - 48503 - 1027 - CHRS - --- ITHRSDW |- 0| 0|PO4248 |N |- [2014/15 ENC-
{el] Manual [ERP ANALYSTS CONTRACTUAL SYSTEMWIDE | INFORMATION | Common - CHRS ERP ANALYSTS
Office of Journal | INC SERVICES PROVISION  |SYSTEMS Hurnan Data INC
the Entry Resources ‘Warehouse
Chancellor System
- Doc ; Jml Iml
Business | Fiscal Period [ACCOUNANG b gy Src Doc Ln Descr | Amount Account Fdescr Fund Fdescr | Dept Fdescr | Prog Fdescr | Class Fdescr Project stat|stat)| i Ln Rev, Jrnl Jml Ln Descr
Unit Year Date Fd Fdescr Cd [Amt Ref I
escr Nbr cd
COCSU - | 2015 1 |07/01/2015 (B0D0730530 |MIE - |2014/15 ENC- 493,142.22 |613001 - 48503 - 1027 - CHRS - === ITHRSDW |- 0| 0|PO4248 |N |- [2014/15 ENC-
CSU Manual [ERP ANALYSTS CONTRACTUAL SYSTEMWIDE | INFORMATION | Common - CHRS ERP ANALYSTS
Office of Journal | INC SERVICES PROVISION |SYSTEMS Hurman Data INC
the Enitry Resources ‘Warehouse
Chancellor System

Business Unit
Fiscal Year
Period
Accounting Date
Doc ID

Doc Src Fdescr
Doc Ln Descr
Amount
Account Fdescr
Fund Fdescr
Dept Fdescr
Prog Fdescr
Class Fdescr
Project Fdescr
Stat Cd

Stat Amt

Jrnl Ln Nbr

Jrnl Ln Ref

Jrnl Rev Cd
Jrnl ID

Jrnl Ln Descr
Jrnl Class

Jrnl Class Descr
DocLn#
Scenario
Ledger Fdescr
Doc Date

Jrnl Src
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Posted Date

Journal Date

SCO Fund Fdescr
CSU Fund Fdescr
FIRMS Obj Cd Fdescr
FIRMS Proj Cd Fdescr
SCO Subfund Fdescr
Reversal Date

TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

6.2 Budget Reporting by
Attributes

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

Business Unit Fiscal Year Period From Period To

—Select Value-- v 2018 w  Between 4 w - 12 v
Fund Dept Account Project Program
x v —5elect Value-- w —-Select Value-- w —Select Value-- w

NOT Fund Value NOT Dept ID NOT Account Value

NOT --Select Value-w  NOT —Select Value-w»  NOT -Select Value- w

Doc ID Doc Date Journal Source Doc Line Descr

—Select Value-- w —Select Value—-w  —Select Value-—- w —Select Value-- w

Account Type

50 - Revenues;, w

—5elect Value-- w

NOT Project Value
NOT --gelect Value- w

Account Category Budget Ledger

—Select Value—- w —Select Value-—-w

Class Scenario

—5elect Value-- w —Select Value-- w

NOT Program Value NOT Class Value NOT Acct Cat Value

NOT _-Select Value—-w  NOT --Select Value-w

NOT _-gelect Value- w

Features

[ ]
Advanced Filters.

6.2.1 Report Views

The Budget Reporting by Attributes report contains two section for filters: Report Filters and

This report has 6 column selectors containing selections for all filters.

The Budget Reporting by Attributes report contains two report views.

I Select Report View:

Budget Custom Summa
Filters View

Report Views: Budget Reporting by Attributes

Budget Custom Summary

.4 Budget Reporting by Attributes
Business Unit = COCSU - CSU Office of the Chancellor, Fiscal Year = 2015, Period is between 1,12
Time run: 12/6/2018 10:13:37 AM

Show Column 1: Column 2

w AcctCat Fdescr

Column 3

Fund Fdescr v Acct Fdescr

Fund Fdescra ™ Acct Cat Fdescr Acct Fdescr

474SA - TF-MR-SACRAMENTO PARKING 609 - Financial Aid 609007 - Awards to Facuity (FDN only)

660 - Misc. Operating Expenses 660049 - INVESTMENT SERVICES CHARGES 0000905868

Column 4
v Hide

Column 5 Column &

v Hide v Hide

M|

Select Report View: Budget Custom Summary w

Doc ID Document Date Posted Date Doc Src Fdescr Doc Ln Descr

0000730530 07/01/2015 07/13i2015  MJE - Manual Journal Eniry 2014/15 ENC-ERP ANALYSTS INC

2014/15 ENC-UNY SIS CORPORATION

0000905968 06/30/2016 07/05/2016  MJE - Manual Journal Entry FRM 613001 TO Q25P PRJ CODE
Frm 613001 to 660803 Cir Def
0000910016  06/30/2016 07/06/2016  MJE - Manual Journal Entry  Frm 48104 fo 48124 Clir Deficit

06/302016 07/0512016  MJE - Manual Journal Entry Frm 613001 to 660803 Clr Def

Budget Amt
450,815.95
2,485.00

0.00
(142.00)
(5.00)
142.00

Report View: Budget Custom Summary
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The report results display Column Selectors, plus six fixed columns:

Doc ID
Document Date
Posted Date
Doc Src Fdescr
Doc Ln Descr
Budget Amt
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7.0 Encumbrance Reports

B Transacticn Inquiry

Home Open PO Reports  Open Reguisition Reports  Actuals Reports  Bciget Repont Encumirarce Aeports  JReg ion Reports  Prolard Transactions.

SHPCE prirmiry Butingdd ung 1or Shmenr el resSrting  Select prifiry Budet leagle  THECE Srginal Dudpet icenana shly

COC .- CSUC w BUDGETS - Ol - Apply | Reset =

*% AN Fiters/Prompés are Fdesor (Field = Descriphion)) **

The Encumbrance Reports page provides reporting on encumbrance transaction activity based on the
selected report filters. This page contains two reports:

e Encumbrance Transactions

e Encumbrance Reporting by Attributes
When you click on one of the Encumbrance Reports links, the selected report will appear on its own
page / tab with the other dashboard pages.

7.1 Encumbrance
Transactions

The Encumbrance Transactions report is a transactional display based on selected filters with several
views.

Business Unit Fiscal Year Period From Period To Account Category

—Select Value—-w» 2018 w Between g v - 12 v —~Select Value-—- w

Fund Dept Account Project Program Class

X v —Select Value—-w —Select Value—-w —Select Value-w —Select Value—-w —Select Value—-w

NOT Fund Value NOT Dept ID NOT Account Value NOT Project Value NOT Program Value NOT Class Value MOT Acct Cat Value
NOT —Select Value—w  NOT —Select Value-w  NOT —Select Value-w  NOT --Select Value—w  NOT --Select Value-w  NOT —Select Value-w»  NOT —Select Value—-w

Document Source  Doc ID Document Date Doc Line Descr

—Select Value—-w  —Select Value—w  NOT _Select Value-w  —Select Value—-w

Encumbrance Transactions Report Filters

Features

e Encumbrance Transactions contains two section for filters: Report Filters and Advanced Filters.

711 Report Views
The Encumbrance Transactions report contains three report views.

Select Report View: Encumbrance Transactions v

Encumbrance Transactions

Encumbrance Transaciions with Subtotals

Encumbrance Transaciions download to Excel

Report Views: Encumbrance Transactions
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Encumbrance Transactions

ENCUMBIANCE TTansacions v
Page Number 1.00w
Business Unit PO# PO Line# DocumentDate Fiscal Year Period Doc Src Descr Voucher Ln  Doc ID Voucher ID Invoice ID Doc Ln Descr Encumbrances
SBCMP - CSU San Bernardino 0000040959 1 02/17/2015 2015 2 Encumbrance Activity from a PO 0 0000040959 - - Rental of USC Auditorium/Foyer
000040958A 1 02/17/2015 2015 2 Encumbrance Activity from a PO 0 000040958A - - Rental of USC Auditorium/Foyer
Grand Total

Report View: Encumbrance Transactions

This report view will display 100 transactions per page. There are no column selectors. The report
results displays 13 fixed columns:

Business Unit
PO #

PO Line #
Document Date
Fiscal Year
Period

Doc Src Descr
Voucher Ln
Doc ID
Voucher ID
Invoice ID

Doc Ln Descr
Encumbrances

Encumbrance Transactions with Subtotals

This report view displays the same 13 columns as the Encumbrances Transactions report view, 100
transactions per page. Additionally, the report results have a subtotal in column 2 after every PO #

group:

4 Encumbrance Transactions

Encumbrance Transactions
Time run: 12/11/2018 10:13:10 AM
Business Unit = SBCMP - CSU San Bernardino, Fiscal Year = 2018, Period is between 0,12

Select Report View: Encumbrance Transactions with Subtotals v

Page Number 1w

Business Unit PO# PO Line # DocumentDate Fiscal Year Period Doc Src Descr VoucherLn DocID Voucher ID Invoice ID Doc Ln Descr Encumbrances

SBCMP - CSU San Bemardino - 0 080811988 2013 0 GLBEGINNING BALANCE 0 - - - - 14,061,680.66

- Total 14,061,680.66

0000035050 17 02106/2013 2018 3 Encumbrance Activity from a PO 0 0000035050 - - FY 17/18 BW PRINT CHARGES OVER (541.25)

Subtotal for a 18 0200612013 2018 3 Encumbrance Activity from a PO 0 0000035050 - - FY 17/18 COLOR PRINT CHARGES O (458.65)
unique PO 0000035050 Total (999.90)
0000038614 1 042212014 2013 4 Encumbrance Activity from a PO 0 0000038614 - - TOEFL test booklets for the TO (1,485.83)

2 0412212014 2018 4 Encumbrance Activity from a PO 0 0000038614 - - TOEFL test booklets for TEOFL (2,072.35)

(3,558.18)

Report View: Encumbrance Transactions with Subtotals

Encumbrance Transactions download to Excel

The purpose of this view is to format the data for download to Excel. Use the Export > Excel or Export >

Data features to export the entire dataset.
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Business  Fiscal : Accounting Doc Src Account Prog Class 5 Period Document 3
Unit Year Period Date Doc ID T Doc Ln Descr Encumbrances Eer Fund Fdescr Dept Fdescr B | EramT Project Fdescr Descr Date PO # Supplier
SBCMP - 2015 2 08192015 0000040959 Encumbrance Rental of USC (840.00) 651025- RZ101-TF436 CO0820-CAL- 9002- 11796- HSG1819STRPAINT Period 02/17/2015 0000040959 0000028560
CSU San Activity from  Auditorium/Foyer COGS- -2009 1+2+1 Communication Balance MURGUIA, - Sutter Hall Exterior 2 -
Bernardino a PO Produce Program Studies Sheet SAL Paint 2015-
Items 08-01
SBCMP - 2015 2 06/20/2018 000040959A Encumbrance Rental of USC 840.00 651025- RY058- TFL- C0820- CAL-  9002- 11796 - HSG1819STRPAINT Period 02/17/2015 000040959A 0000028560
CSU San Activity from Auditorium/Foyer COGS- UNALLOCATED Communication Balance MURGUIA, - Sutter Hall Exterior 2 -
Bernardino aPo Produce HOLDING Studies Sheet  SAL Paint 2015-
Items 08-01
PO g SCo FIRMS FIRMS SCo
Supplier - Ln PO \Voucher Voucher Voucher Ledger KK Tran Jml Reversal CSU Fund - Invoice
Name Line Dst Sch ID Ln DistLn  Fdescr Date Src PO Date Date Fund Fdescr Obj Ca Proj Cd Subfund PO Ref
# 2 Fdescr Fdescr Fdescr  Fdescr
HILL, 1 1 1 - 0 0 KK_DTL_ENC 021772015 - 02/17/2015 08/08/1988 0948 - 436 - TF- 660090 - 00000- 000-x - -
MICHAEL - Ledger KK Calif Agency Fund- Expenses- No
ALEXANDER Encumbrance State Miscellaneous Other Project
University Financial Aid Name
Trust and Other Assigned
Fund Agency
HILL, 1 1 1 - 0 0 KK_DTL_ENC 08192015 - 02/17/2015 08/08/1988 0948 - 481 - TF- 660090 - L0O033- 000-x  SeePO -
MICHAEL - Ledger KK Calif Loitery Expenses- General 0000040959
ALEXAMDER Encumbrance State Education Other Campus
University Fund Based
Trust Programs
Fund
Report View: Encumbrance Transactions Download to Exel

Business Unit
Fiscal Year
Period
Accounting Date
Doc ID

Doc Src Descr
Doc Ln Descr
Encumbrances
Account Fdescr
Fund Fdescr
Dept Fdescr
Prog Fdescr
Class Fdescr
Project Fdescr
Period Descr
Document Date
PO #

Supplier
Supplier Name
PO Line #

PO Ln Dst #
PO Sch
Voucher ID
Voucher Ln
Voucher Dist Ln
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Ledger Fdescr

KK Tran Date

Jrnl Src

PO Date

Reversal Date

SCO Fund Fdescr
CSU Fund Fdescr
FIRMS Obj Cd Fdescr
FIRMS Proj Cd Fdescr
SCO Subfund Fdescr
PO Ref

Invoice ID

7.2 Encumbrance
Reporting by Attributes

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

Features

e The Encumbrance Reporting by Attributes report contains two section for filters: Report Filters
and Advanced Filters.

e This report has 6 column selectors containing selections for all filters.

7.2.1 Report Views
The Encumbrance Reporting by Attributes report has one Report View and a Filters View.

Lot e 4202 LAY T Encumbrance Custom Summal
Filters View

Report Views: Encumbrance Reporting by Attributes

Encumbrance Custom Summary

4 Encumbrance Transactions by Attributes

Business Unit = COCSU - CSU Office of the Chancellor, Fiscal Year = 2018, Period is between 0,12
Encumbrance Transactions by Attributes
Time run: 12/6/2018 10:31:06 AM
Show Column 1: Column 2: Column 3: Column 4 Column & Column &:

Fund Fdescr v Dept Fdeser W Acct Fdeser v Hide v Hide v Hide £

Select Report View: Encumbrance Custom Summary

Fund Fdescra v Dept Fdescr Acct Fdescr Doc ID Accounting Date PO Date  Doc Src Fdescr DocLn# Doc Ln Descr Invoice ID  Encumbrance
48106 - CO-SUMMER ARTS 1027 - INFORMATION SYSTEMS 609007 - Awards to Faculty (FDN only) 0000004580  07/05/2018 03/0412018  VCH - AP Voucher Accounting 29.00 17M8FY -Q2S Conversion Proj 55100 25,255.001
0710972018 03/0412018  VCH - AP Voucher Accounting 21.00 1617 FY-Q2S Conversion Proj 55102

30.00 17M8FY - Q2S Conversion Proj 55101
0711812018 03/0412018  VCH - AP Voucher Accounting 14.00 1617 FY -Q2S Conversion Proj 54721
0711972018 03/0412018  VCH - AP Voucher Accounting 14.00 1617 FY-Q2S Conversion Proj 55474

Report View: Encumbrance Custom Summary

The report results display Column Selectors, plus eight fixed columns:

e DoclD
e Accounting Date
e PO Date
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Doc Src Fdescr
Doc Ln #

Doc Ln Descr
Invoice ID
Encumbrance
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8.0 Requisition Reports

Home Open PO Reports  Open Aeguisition Reports  Actuals RPeports  Bodget Beports  Encumirarcs Report Peguisition Beparts  [Prolard Transactions

iy BuSingds rlt 1o Chinent vl FEGFONG  SHECt orimiry BUSBEt Eaph’  SEECt Srig

COCHI- CSUE w BUDGETS v Ol - Appty | Reset w

#* AN Fifters,/Prompts are Fdescr [Feld = Descripiion) **

The Requisition Reports page provides reporting on requisition transaction activity based on the
selected report filters. This page contains two reports:

e Requisition Transactions

e Requisition Reporting by Attributes
When you click on one of the Requisition Reports links, the selected report will appear on its own page/
tab with the other dashboard pages.

8.1 Requisition
Transactions Report

The Requisition Transactions report is a transactional display based on selected filters with several

VIEWS.
Business Unit Fiscal Year Period From Period To Account Category
BKASI-CSUB w 2018 v  Between g w - 12 A4 —Select Value-—-w
Fund Dept Account Project Program Class
X v —Select Value-—- w —Select Value-—-w —Select Value—-w —Select Value-—-w —Select Value—-w
NOT Fund Value NOT Dept ID NOT Account Value NOT Project Value MNOT Program Value NOT Class Value MOT Acct Cat Value
NOT --Select Value—»  NOT -Select Value—w  NOT —Select Value-w  NOT —Select Value-w  NOT —Select Value—w  NOT —Select Value-w»  NOT —Select Value—-w
Document Source  Doc ID Document Date Doc Line Descr Purchase Order Supplier Supplier Descr
—5elect Value-- w —Select Value-- w —Select Value-- w —Select Value-- w —Select Value-- w —Select Value-- w —Select Value-- w

Requisition Transactions Report Filters

Features

e Requisition Transactions report contains two section for filters: Report Filters and Advanced
Filters.

8.1.1 Report Views
The Requisition Transactions report contains three Report Views and a Filters View.
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Fequisition Transactions limited Columns -
e e o
Fequisition Transactions limited with Subtotals
Fequisition Transactions download to Excel

Filters

Report Views: Requisition Transactions Report

Requisition Transactions Limited Columns

| Requisition Transactions Report
Requsition Transactions

Business Unit = SBCMP - CSU San Bernardino, Fiscal Year = 2015, Period is between 0,1

Requisition Transactions limited Columns W

One page for every

Pageumha;..-—-—"—-— 100 transactions

2
Req Fiscal - (5
Business Unit | [ Reqz ine  |Reapate |2 Period| Supplier Id |Supplier Name | Doc Sre Fdescr PO#(1.e |DocID |DocLnDescr Period Descr Amount
SBCMP - 5L 50 - 0000031842 1|ujaonn| 2015 1f- = REQ - Pre Encumbrance from a E 0/0000031842 | INDOOR ENVIRONMENTAL QUALTTY | Period 1 - 2015-07- 0.00
i A 0
7
& 0000041622 1|7/14/2014|  2015|  1|0000021201 |BREEZE SOF-001 |REQ - Pre Encumbrance from 2 E 0/0000041622 | BREEZE SOFTWARE ANNUAL CHARGE |Period 1 - 2015-07- | (345.00)
s | =

This report view will display 100 transactions per page. There are no column selectors. The report
results displays 15 fixed columns:

Business Unit
Req #

Req Ln #

Req Date
Fiscal Year
Period
Supplier ID
Supplier Name
Doc Src Fdescr
PO #

PO Line #

Doc ID

Doc Ln Descr
Period Descr
Amount

Requisition Transactions limited with Subtotals

This report view displays the same 15 columns as the Requisition Transactions report view, 100
transactions per page. Additionally, the report results have a subtotal in column 2 after every
Req # group:
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Page Number

Business Unit [rea= |Req Ln2 |Req Date |Fiscal Year |Period | Supplier 1d | Supplier Name Dot Sre Fdeser |Poz|POLine# [Doc 1D [Doc Ln Deser |Period Deser Amount
SBCMP - C5U San Bernardino 0000031842 | 1/1y4p011| 2015 1f- - |REQ - Pre Encumbrance from a Requisition |- 0/0000031842 | INDOOR ENVIRONMENTAL QUALITY A | Period 1 - 2015-07-01 0.00
0000031842 Total 0.00
Subtotal of all 0000041622 1[7714/2014]  2015[ 10000021201 BREEZE SOF-001 [REQ - Pre Encumbrance from a -1 0/0000041622 | BREEZE SOFTWARE ANNUAL CHARGE |Period 1 - 2015-07-01| {345.00)
amounts for a 0000041622 Total (345.00)
unique Req #  |P00004325 1[2/27/2015 2015 10000016867 [FOLLETT ED-001 |REQ - Pre Encumbrance from a Requisition|- | 0]0000043425 [GIFT CARDS RESEARCH PARTICIFAN | Period 1 - 2015-07-01 0.00
0000043425 Total 0.00
0000043680 1[3f27015]  2015]  1f- - |rEQ - Pre Encumbrance from a B 00000043680 | CenturyLink TS Service Exhibit |Period 1 - 2015-07-01 0.00
0000043680 Total 0.00
0000043947 1[4/27/2015 2015 1[0000024246 [ELLUCIAN 5-001 |REQ - Pre Encumbrance from a Requisition|- | 0[0000043947 [Software Maintenance Renewal: |Peried 1 - 2015-07-01 0.00
| 2/4/27/2015| 2015  1|0DD0024245 |ELLUCIAN 5-001 |REQ - Pre Encumbrance from a Requisition|- | 00000043947 | Maintenance Advance Web Member | Period 1 - 2015-07-01 0.00
I 0000043947 Total ! 0.00

Requisition Transactions download to Excel

The purpose of this view is to format the data for download to Excel. Use the Export > Excel or Export >
Data features to export the entire dataset.

Business Unit
Fiscal Year
Period
Accounting Date
Doc ID

Doc Src Fdescr
Doc Ln Descr
Amount
Account Fdescr
Fund Fdescr
Dept Fdescr
Prog Fdescr
Class Fdescr
Project Fdescr
Period Descr
Document Date
PO #

Supplier ID
Supplier Name
PO Line #

PO Ln Dst #
Req Sch

Reg#

Req Ln#

Req Dst#
Ledger

KK Tran Date
Jrnl Src

Req Date

KK Tran ID
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SCO Fund
CSU Fund
FIRMS Obj Cd
FIRMS Proj
SCO Subfund
KK Tran Ln

8.2 Requisition Reporting
by Attribute

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

Features

e The Requisition Reporting by Attributes report contains two section for filters: Report Filters and
Advanced Filters.

e This report has 6 column selectors containing selections for all filters.
8.21 Report Views

Requisition Custom Summary

Column 1: [Fund Fdescr | Column 2: [ept Fdescr | Column 3: [Acct Fdescr | Column 4: [Doc Ln | Column 5: [ Supplier | Column 6: [Hide v [ex]

Fund Fdescr Dept Fdescr Acct Fdescr Doc ID Doc Ln[Supplier  [Pre-encumbrance| o1y is
SB00L - TF-GENERAL FUND SUPPORT |AD101 - Institutional Research 560003 - SuppliesaSrics-Genaral (0000045402 1- 50.00 X
0000045402 1|0000000397 (50,009 fixed
AD103 - Title IX 660003 - SuppliesiSrvcs-Generd [0000044493 1]- 0.00 colqr_nn
0000044493 £l 0.00 position
0000044493 3| 0.00
0000044493 4- 0.00
AD104 - University Diversity Office | 560003 - Supplies&Srvcs-Generg| 0000044304 1|0000014620 4,000.00
0000044805 1[- 2,500.00
oo00044s05 | 2|- 4,500.00
044906 fiB 4,500.00

This view contains two fixed columns:

e DoclID

e Pre-encumbrance
Note that the Doc ID column appears at a fixed position, after columns 1-3 (if exist) and before column
4 (if exists).
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9.0 ProCard Transactions

B Transacticn Inquiry

Home Open PO Reports  Open Aeguisition Reports  Actuals Reports  Bodiget Reports  Encumrarcs Reports m-qmmpcpa-

SHPCE prirmiry Butingdd ung 1or Shmenr el resSrting  Select prifiry Budet leagle  THECE Srginal Dudpet icenana shly

COC .- CSUC w BUDGETS - Ol - Apply | Reset =

*% AN Fiters/Prompés are Fdesor (Field = Descriphion)) **

9.1 ProCard Transaction
Details

Report Features

The ProCard Transactions page contains one report: ProCard Transaction Details

e The ProCard Transactions Details report contains the standard report filters, advanced filters,
and six column selectors.

9.2 Report Filters
e There are two business unit filters available as report filters:

= Business Unit—the General Ledger business unit that the transaction is charged to

= PC Business Unit—the business unit that the ProCard account is set up under

| Report Filters

GL
Business
Unit

Business Unit Fiscal Year Period From To Account Type Account Category

2015 *| Betweenl >|12 »| |60 - Expenditures »|| [-Ssiact Value— x|

Program Class

7 Value— | x| [Select Valve— | =l [—Select Valve— | =l

MNOT Project NOT Program NOT Class MNOT Acct Cat
OT|—Select Valus—- x| NOT[--Select value— x|  wOT[--Select Value— x| noT[-Select Value— =]

ProCard — =
Business
Unit PCOwner Default values
= = - =l [ = =l

e The report filter defaults are:

= Current fiscal year
= Period From/To: 1 to 12
= Account Type: 60 — Expenditures

=  Fund: X

e The data warehouse transforms the Accounting Date on the transaction, into fiscal year and
accounting period, allowing a search for transactions using an accounting period range.
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ProCard Attributes

There are nine specific ProCard attributes available as filters, column selectors, and/or report view
columns.

Invoice ID The Supplier Invoice # of the source transaction in Accounts Payable
Invoice Date The original date of the ProCard transaction from the Supplier

PC Supplier The Supplier associated with the ProCard transaction

PC Reference # How this field is used in the ProCard module is Campus Specific. An

example might be departments use this for internal tracking, a cross
reference to their records or a Requisition/Purchase Order Number.

PC State The state from which the ProCard purchase was made

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

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

PC Owner The ProCard account owner (Name)

PC Account The ProCard Account number assigned to the account owner

Business Units

There are two business unit fields available as report filters and column selectors.

e Business Unit or GL Bus Unit is the GL Business Unit the transaction is charged to.

Business Unit Show Column 1: |GLEu5 Unit r
COCSU - CSU Off x| Dept Fdescr

Fund
Fund Fdescr

Business Unit (Report Filter Label) GL Bus Unit (Column Selector Label)
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e PC Business Unit or PC Bus Unit is the business unit that the ProCard account is set up
under. (If inter-unit has not been implemented at your campus, then this is the same as the GL
Business Unit.)

PC Business Unit Show Column 1: | PC Bus Unit v
ICOCSU - CSU Off x| Project CF Att Val Fld Name
CSU Fund
C5SU Fund Fdescr

FIRMS Proj Cd Fdescr
FIRMS Obj Cd Fdescr
SCO Fund

SCO Fund Fdescr
SC0 Subfund

SCO Subfund Fdescr
Fund Proc Type Fdescor
CSU Fund Type
Approp Rev Dt
Approp Avl To

State GL Acct Fdescr

PC Crigin
PC Owner
PC Account

PC Business Unit (Report Filter Label) PC Bus Unit (Column Selector Label)

Note: The ProCard-specific fields appear
at the bottom of the column selector list:

Inter Unit Processing

Most campuses equate one GL business unit to one ProCard business unit. If your campus has
implemented inter-unit business processing, a single ProCard can be used across multiple GL business
units. In this case, your ProCard business unit could be different than the GL business unit.

9.3 Report Views

After you have generated a report, you can choose a Report View. The ProCard Transactions report
contains two report views plus a Filters view:

Select Report View: Pro Card Transaction Details v

Pro Card Transaction Details

Fro Card Transaction Details download to Excel

Filters

Report Views: ProCard Transactions

Last Revised: 12/17/18 Page 47 of 59



CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

When the report is generated, the screen will display 100 rows of data at a time. Click the up/down
arrows to move through the report content. Click the double headed arrow to move to the end of the
data.

< viﬂwﬂ-wa'

Acct Type Fdescer is equal to 60 - Expenditures
and Bus Unit Fdescr is equal to COCSU - CSU Office of the Chancellor
and Fiscal Year is equal to 2018
and Fiscal Year iz equal to 2018
and Period is befwesn 4 and 42
Approximate Row Count: 2121

The Report Displays 100 Rows at a Time

ProCard Transaction Details

This report view contains six column selectors and static columns listed below. There are subtotals on
Columns 1 and 2.

n 2: Column 3: Column 4: Column 5: Column 6:
Fdescr r Acct Cat Fdescr v Hide v Hide ¥ Hide v oK

Select Report View: | Pro Card Transaction Details v

Fiscal
Year

PC |PC Dist
State |Amt

Invoice PC Trans

Datz Dats Eenod

PC
Acct Cat Fdescr | Invoice ID PC Supplier Name Reference |PC Description

604 - PCO7150056 |07/24/2015 | 06/25/2015 | LOOPUP.COM ca 16.83 |- LoopUp conferance call charges fer April 2015, 2015 2
Communications

16.83

16.83

Column selectors plus:

Invoice ID

Invoice Date

PC Trans Date

PC Supplier Name
PC State

PC Dist Amt

PC Reference #
PC Description
Fiscal Year

Period

ProCard Transaction Details download to Excel

This report view contains the same six column selectors and static columns as the ProCard
Transactions Details view. There are no subtotals on Columns 1 and 2.

9.3.1 Filters (Global Feature)
This view is available on all dashboard reports that contain Report Views.
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9.4 Report Examples

Scenario 1: By (General Ledger) Business Unit

Set the following report filters, apply the filters, and choose the column selectors.

Description A report of ProCard transactions for a single
department by General Ledger Business Unit

Report Filters Business Unit = Valid Value
Fiscal Year = Valid Value

Period From = Valid Value

To = Valid Value

Account Type = 60-Expenditures
Dept = Valid Value

Column Selectors Column 1: Dept Fdescr
Column 2: Fund Fdescr
Column 3: Acct Fdescr
Column 4: PC Owner
Column 5: Hide
Column 6: Hide

Instructions Try different sort order on various columns:
e PC Owner
e Invoice ID

Scenario 2: By PC Attributes

Set the following report filters, apply the filters, and choose the column selectors. You do not have to
pick a PC business unit in order to filter on ProCard attributes. ProCard attributes, for example, all
campus values for PC Owner, PC Account, etc. are available from the report filter selection/search.

Description A report of ProCard transactions for a ProCard
Owner
Report Filters Business Unit = Valid Value

Fiscal Year = Valid Value

Period From = Valid Value

To = Valid Value

Account Type = 60-Expenditures
PC Owner = Valid Value

Column Selectors Column 1: PC Owner
Column 2: Dept Fdescr
Column 3: Fund Fdescr
Column 4: Acct Fdescr
Column 5: Hide
Column 6: Hide

Instructions Try different sort order on various columns:
e Invoice ID
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Scenario 3: Inter-Unit

Set the following report filters, apply the filters, and choose the column selectors. Most campuses
equate one GL business unit to one ProCard business unit. If your campus has implemented inter-unit
business processing, a single ProCard can be used across multiple GL business units. In this case,
your ProCard business unit could be different than the GL business unit.

Description A report of ProCard transactions for multiple General
Ledger Business Units by Department
Report Filters Business Unit = Valid Values

Fiscal Year = Valid Value

Period From = Valid Value

To = Valid Value

Account Type = 60-Expenditures

Dept = Valid Value

PC Owner = Valid Value
Column Selectors Column 1: GL Business Unit
Column 2: Dept Fdescr
Column 3: Fund Fdescr
Column 4: Acct Fdescr
Column 5: PC Owner
Column 6: Hide

Instructions e Change the Report View to ProCard
Transaction Details download to Excel

e Export data to CSV format

Last Revised: 12/17/18 Page 50 of 59



Appendix A — Data Warehouse Glossary

Fields: Dashboards — Home Page

FIELD

DESCRIPTION

EXPLANATION / EXAMPLE

Primary business unit for
campus level reporting

The business unit for the PeopleSoft
GL Application

COCSU or COFDN or COGAP

Primary budget ledger

The campus budget ledger.

Budget

Original budget scenario

Name of original budget scenario

This filter is used to determine what
gets summarized (scenario’s) in the

original budget column on various
reports.

Leave Blank (includes all scenarios).

Fields: Report Filters, Columns, Drill Downs

FIELD

DEFINITION

% Used

Percent Used. Percent of the budget that has been used

% Used Fiscal Year

Percent Used Fiscal Year. Percent of the budget that has been used for the
fiscal year. Budget — Actuals - Encumbrances

Approp Rev Dt

Appropriation Reversion Date. Used for SW and State Reporting.

Approp Avl To

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

Account

Account value.

Acct Fdescr

The Account value and full description.

Acct Cat

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

Acct Cat Fdescr

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

Acct Type

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

Acct Type Fdescr

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

Acct CF Att Type

Account Chartfield Attribute Type.

Acct CF Atta Val

Account Chartfield Attribute Value.

Acct CF Att Val Descr

Account Chartfield Attribute Value and Description.

Acct CF Att Val Fdescr

Account Chartfield Attribute Value and full description.

Acct CF Att Val FId Name

Account Chartfield Attribute Value Field Name.

Acct Tree Name

Account Tree Name.

Acct Level 1

Account Level 1 value and full description.

Acct Level 2

Account Level 2 value and full description.
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FIELD

DEFINITION

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

Acct Date or Accounting
Date

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

Actuals

Amount of actuals recorded.

Balance Available

Budget — Actuals — Encumbrances.

Balance Available

Budget — Actuals — Encumbrances — PreEncumbrances.

w/Pre-Enc
Current Budget Total Budget Amount.
Bus Unit Business Unit.

Bus Unit Fdescr

Business Unit value and full description.

Class

Class value

Class Fdescr

The class value with class full description.

CSU Fund

CSU Fund value. Used for SW Reporting.

CSU Fund Fdescr

CSU Fund value with description. Used for SW Reporting.

CSU Fund Type

CSU Fund value. Used for SW Reporting.

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

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

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

ID.

Customer Name

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

Date Posted

The date the transaction was posted to the ledger

Department or Dept

Department ID value.

Dept Fdescr

Department ID value and full description.

Dept Tree Name

The name of the Department Tree.

Dept Level 1 or

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

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

Dept Level 3 or
Lvl 3 Fdescr

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

Dept Level 4 or
Lvl 4 Fdescr

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

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

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

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

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

from AR.

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

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

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

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

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

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

Encumbrance The amount encumbered from a Purchase Order.

FIRMS Obj Cd Fdescr FIRMS Object Code and full description.

FIRMS Proj Cd Fdescr FIRMS Project Code and full description.

Fiscal Year The fiscal year that the transaction was posted to the ledger

Fund Fund value.

Fund Fdescr Fund value and full description.

Fund CF Att Type Fund Chartfield Attribute Type.

Fund CF Att Val Fund Chartfield Attribute Value.

Fund CF Att Value Descr Fund Chartfield Attribute Value and Description.

Fund CF Att Value Fdescr Fund Chartfield Attribute Value and full description.

Fund CF Att Value FId Fund Chartfield Attribute Value Field Name.

Name

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

Fund Tree The name of the Fund tree.

Fund Level 1 Fund Level 1 value and full description.

Fund Level 2 Fund Level 2 value and full description.

Fund Level 3 Fund Level 3 value and full description.
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FIELD DEFINITION

Fund Level 4 Fund Level 4 value and full description.

Fund Level 5 Fund Level 5 value and full description.

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

Journal Date Journal date.

Jml ID Journal number.

Jml Ln # Journal line number

Jrnl Ln Ref Journal Line Reference. A brief description of the journal line.

Jrnl Src Journal Source. The source associated with the journal.

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

KK Tran ID KK Tran ID

KK Tran Ln Line number in KK Activity Log

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

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

Month To Date Month-to-Date Encumbrance. Includes the month net balances for the

Encumbrances period (as of) selected in the report filters

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

Net Asset Cat Net Asset Category.

Open Item Key A key that identifies an open item.

Open PO Amount The amount remaining on a purchase order.

Orig Budget The original budget posted.

Payment ID Reference Check number

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

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

Period [and] The beginning period for a Period search.

Period [between] The ending period for a Period search.

Period Abbr The fiscal accounting period, abbreviated.

Period Descr The fiscal accounting period, full description.

PO # Purchase Order number.

PO DstLn # If the source transaction came from a PO voucher, this is the PO Distribution

Line Number that was matched against the voucher.
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FIELD DEFINITION

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

PO ID Purchase Order number.

PO Ln# or Line # Purchase Order Line number.

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

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

Number that was matched against the voucher.

Posted Date

The date the transaction is posted.

Pre-Enc Amt

The pre-encumbered amount on a requisition.

Prior Year(s) Actuals

Prior Year Actuals. Period 0.

Program

Program value.

Prog Fdescr

Program value and full description.

Project

Project ID value.

Proj Fdescr

Project ID value and full description.

Project Tree Name

Name of the Project Tree.

Project Level 1 Fdescr

Project Level 1 value and full description.

Project Level 2 Fdescr

Project Level 2 value and full description.

Project Level 3 Fdescr

Project Level 3 value and full description.

Project Level 4 Fdescr

Project Level 4 value and full description.

Project Level 5 Fdescr

Project Level 5 value and full description.

Project CF Att Type

Project Chartfield Attribute Type.

Project CF Att Val

Project Chartfield Attribute Value.

Project CF Att Value Descr

Project Chartfield Attribute Value and Description.

Project CF Att Value Fdescr

Project Chartfield Attribute Value and full description.

Project CF Att Value Fid
Name

Project Chartfield Attribute Value Field Name.

Req # Requisition ID.

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

Req Ln # The requisition line number.

Req Sch The requisition schedule number.

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

Scenario Fdescr

Scenario with Full Description

SCO Fund

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

DEFINITION

SCO Fund Fdescr

SCO Fund Value with description. Used for State Reporting.

SCO Subfund

SCO Subfund. Used for State Reporting.

SCO Subfund Fdescr

SCO Subfund value with description. Used for State Reporting.

Stat Amt

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

Stat Cd

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

State GL Acct Fdescr

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

Total Encumbrances

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

Total Pre-Encumbrances

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

Supplier ID

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

Supplier Name

Supplier Name.

Year To Date Actuals

Includes period 1 thru period (as of). Does not include period 0.
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

Appendix B — Document Sources

When drilling down into the details of a balance, knowing what a Document Source (Doc Src) is can be
very beneficial. Below is your road map for identifying what it is you are looking at. All transactions
begin in a subsystem (i.e.: Accounts Payable) and end up in the General Ledger as a balance.
Actuals

Doc Src Fdescr: MJE - Manual Journal Entry

DATA WAREHOUSE FIELD VALUE

Doc ID Journal ID

Document Date Journal Date

Doc Ln # GL Journal Line Number

Doc Ln Descr Journal Line Description

Jrnl Src Journal Source — indicates the origination of the Manual JE.

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

DATA WAREHOUSE FIELD VALUE

Doc ID CSU Batch Number
Document Date Accounting Date

Doc Ln # Line Number

Doc Ln Descr CSU Line Description

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

DATA WAREHOUSE FIELD VALUE

Doc ID Run Date
Document Date Accounting Date
Doc Ln # Line Number

Doc Ln Descr HR Line Description

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

DATA WAREHOUSE FIELD VALUE

Doc ID Voucher ID
Document Date Invoice Date

Doc Ln # Voucher Line Number
Doc DstLn # Distribution Line

Doc Ln Descr Description
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CFS DATA WAREHOUSE

TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

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

DATA WAREHOUSE FIELD

VALUE

Doc ID

Journal ID

Document Date

Accounting Date

Doc Ln#

Line Number

Doc Ln Descr

Journal Line Description

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

DATA WAREHOUSE FIELD

VALUE

Doc ID

Invoice Number

Document Date

Invoice Date

Doc Ln#

Invoice Line Number

Doc DstLn #

Distribution Line Number

Doc Ln Descr

Description

Encumbrance

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

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order Number

Document Date

Purchase Order Date

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

Doc Ln Descr

More Information

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

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order

Document Date

Purchase Order Date

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

Doc Ln Descr

More Information

Voucher ID

Voucher Number

Voucher Ln

Voucher Line
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CFS DATA WAREHOUSE TRANSACTION INQUIRY DASHBOARD GUIDE v. 12C

DATA WAREHOUSE FIELD VALUE

Voucher Dist Ln Voucher Distribution Line

Pre Encumbrance

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

DATA WAREHOUSE FIELD VALUE

Doc ID Requisition Number
Document Date Requisition Order Date

Req Ln# Requisition Line Number
Req Sch Requisition Schedule Number
Req Dst # Requisition Distribution Line
Doc Ln Descr More Information

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

DATA WAREHOUSE FIELD VALUE
Doc ID Purchase Order Number
Document Date Purchase Order Date
PO Line # Purchase Order Line Number
PO Dst Ln # Purchase Order Distribution Line Number
Doc Ln Descr More Information
Budgets
Doc Src Fdescr: MJE Manual Budget Journals (When Budget Journal Entries are made)
DATA WAREHOUSE FIELD VALUE
Doc ID Journal ID
Doc Ln # Journal Line Number
Doc Ln Descr Journal Line Description
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