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1.0 Introduction

In 2015, the university Chief Financial Officer (CFO) envisioned the campus being the “Best in
Class” for financial management. To this end, a taskforce identified 5 standard reports that every
department, school, division, and cabinet office, should use. The benefits of using standard
reporting are:

e Simplifies reporting for financial information

e Ensures everyone is looking at the same numbers
¢ Increases the understanding of the report data

e Reduces time and confusion

¢ Facilitates conversations with Accounting

¢ Increases the credibility of financial report data

This Standard Financial Reporting Quick Reference Guide provides you instructions on creating
and running these standard reports. The standard reports are:

Standard Operating Report

Standard Fund CY Activity Report
Standard Fund Balance to Date Report
Standard Open POs Report

Standard Actuals Transactions Report

arMwdhE

1.1 Differences in CFS Data Warehouse 11g and Finance Data Warehouse Phase 2

In August 2015, the Chancellor’s Office (CO) upgraded the data warehouse environment. The
upgrade resulted in significant differences to the overall design of the data warehouse.
Additionally, the CO rebranded the data warehouse as the Finance Data Warehouse Phase 2.
Highlights of the differences in the finance data warehouse are listed below.

Highlights:

e Consolidated dashboards

e Streamlined reports

¢ Removed report layouts

¢ Added meaningful column names

o Filtering by chartfield trees, i.e. department roll-up
e More column selectors

e Multiple business units

FDWP?2 Standard Financial Reporting - QRG
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2.0 Accessing the Finance Data Warehouse Phase 2

The instructions will guide you in accessing the Finance Data Warehouse Phase 2.

http://www.csub.edu

1. Open your web browser and navigate to:

[ M catitomia state University, .. = \ %

2. Open the Faculty / Staff page
e Click the Faculty / Staff link

INNOVATE

3. On the Employees page,
e Click the CSU Portal link

EMPLOYEES

Back 1o previous page  Login To:

4. Onthe CSU Portal page,
e Select Bakersfield
¢ Click Login

m The California State University

Login Help

5. Onthe Sign in page,

e Enter your Net ID

¢ Enter your password
¢ Click Login

NetlID e g. j[doe2
Password .S S
Login

6. On the CFS page,

Phase 2 link

e Click the Finance Data Warehouse —

EMPLOVEE  TOOLS  DIVISIONS&  PROJECTS.
RESQURCES & ORGANZATIONS & SOLLMMONAN R COLCES T Noes
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3.0 Standard Operating Report

The Standard Operating Report provides you a snapshot of your year-to-date operations. It shows
your current fiscal year activity. It shows your revenues and expenses. Additionally, it shows your
original budget, current budget, actuals, encumbrances, and balance available. You can run this

report for your department, school, division, and cabinet offices.

3.1 Department Level

These instructions will guide in creating the Operating Report for your department. You will only

need to create this report one time.

Dashboard Financial Reporting
Home tab Primary business unit for campus level [Enter the business unit, such as BKCMP]
reporting
Primary Budget Ledger Standard Budget
Report Manage My Budget as of Period
Tab
Report Filter Example
Filters: - - : :
Business Unit [Enter Business Unit, such as BKCMP]
Fiscal Year 2015
As of Period 12
Account Type 50 — Revenues, 60-Expenditures
Budget Ledger Standard Budget
Fund(s) [Enter funds, such as BKOO1, BKCO3]
Dept [Enter department number, such as D21120]
NOT Acct Cat 603
Apply Click Apply Filters
Filters
Column Column1 | Column 2 Column 3 Column 4 Column 5 Column 6
Selectors: Fund Dept Level Dept Level 3 Dept Acct Cat Fdescr Hide *
Fdescr 2 Fdescr Fdescr Fdescr
Click OK
Rfeport Standard with Original Budget
View:
Exclude Month To Date Actuals, Month to Date Encumbrances, Prior Year(s) Actuals, Year to Date
Columns Actuals, and % Used Fiscal Year.
Add Sub- (Optional, see note below ) Acct Cat Fdescr > Show Subtotals > After Values *
totals
Save
Current Page Options > Save Current Customization > Standard Operating Report - Department
Selection
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Sample Standard Operating Report — Department Level

Fund Fdescres Dept Level 2 Fdescr

Dept Level 3 Fdescr
BKOO1 - CSUB Operating Fund |D21000 - Business Admin Services |D21400 - Human Resources | D21120 - Payroll Services |601 - Regular Salaries and Wages

Dept Fdescr Acct Cat Fdescr Original Budget | Current Budget |Actuals
28,174.37
88.27
0.00

1,423.05

0.00
0.00
0.00
0.00

604 - Communications
613 - Contractual Services Group
660 - Misc. Operating Expenses

Encurmbrances Bakince Avaiable

(28,174.37)

D21000 - Business Admin Services Total 29,685.69 0.00 (29,685.69)
BK0O1 - CSUB Operating Fund Total 29,685.69 0.00 (29,685.69)
Grand Total 29,685.69 0.00) (29,685.69)
3.2 School / Division Level
These instructions will guide in creating the Operating Report for your school or division. You will

only need to create this report one time.

Dashboar  Financial Reporting
d
Home tab Primary business unit for campus level [Enter the business unit, such as BKCMP]
reporting
Primary Budget Ledger Standard Budget
Report Manage My Budget as of Period
Tab
Report Filter Example
Filters: Business Unit [Enter Business Unit, such as BKCMP]
Fiscal Year 2015
As of Period 12
Account Type 50 — Revenues, 60-Expenditures
Budget Ledger Standard Budget
Fund(s) [Enter funds, such as BK001, BKC03]
NOT Acct Cat 603
Dept Tree Name BK_DEPT_ROLLUP
Dept Level 2 [Enter Department Level 2, such as D21000 — Business Admin Services]
Dept Level 3 [Enter Department Level 3, such as D21400 — Human Resources]
Apply Click Apply Filters
Filters
Column Column 1 Column 2 Column 3 Column 4 Column 5 Column
Selectors: 6
Fund Dept Level 2 Dept Level 3 Dept Fdescr Acct Cat Hide
Fdescr Fdescr Fdescr Fdescr
Click OK
Rfeport Standard with Original Budget
View:
Exclude Month To Date Actuals, Month to Date Encumbrances, Prior Year(s) Actuals, Year to Date Actuals,
Columns and % Used Fiscal Year.
Add Sub- Acct Cat Fdescr > Show Subtotals > After Values
totals
Save
Current Page Options > Save Current Customization > Standard Report - Department
Selection
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Sample Standard Report — Dean/Division Level

Fund Fdescres Dept Level 2 Fdescr Dept Level 3 Fdescr Dept Fdescr |Acct Cat Fdescr Original Budget | Current Budget | Actuals Encumbrances | Balance Available

BKOD1 - CSUB Operating Fund | D21000 - Business Admin Sarvices | D21400 - Human Rescurces| D21120 - Payroll Services  |601 - Regular Salariss and Wagss 28,174.37 0.00 (28.174.37)

604 - Communications 88,27 0.00 (88.27)

613 - Contractual Services Group 0.00 0.00 0.00

660 - Misc, Operatin 2= 1,423.05 0.00 (1423.05)

D21120 - Payroll Services Total 29,685.69 0.00| (29,685.63)

D21300 - Safety & Risk Svcs. 601 - Regular Salariss and Wagss 30,54.00 0.00 (30,554.00)

604 - Communications 133,60 0.00 (133.50)

606 - Travel (3,156.58) 0.00 315658

613 - Contractual Services Group 14,060.64 5,533.36 (24,000.00)

616 - Information Technology Costs 0.00 0.00 0.00

15 - Equi Group 0.00 0.00 0.00

660 - Misc, Operating 747,13 2,306.76 0.00 (1,559.63)

D213200 - Safety & Risk Svcs. Total 747.13| 44,264.42| 9,939.36| (532,456.65)

D21400 - Human Resources |601 - Regular Salariss and Wagss 107,484.85 0.00 (107.484.85)

604 - Communications 185.22 0.00 (183.22)

606 - Travel 7T 0.00 (736.17)

613 - Contractual Services Group 3120 35,000.00 (35.091.20)

616 - Information Technology Costs 0.00 0.00 0.00

660 - Misc, Operatin s 37.23 362023 0.00 (3,523.00)

D21400 - Human Resources Total 97.22(112,181.68| 35,000.00| (147,084.45)

D21400 - Human Resources Total 844.36 186,131.79| 44,939.36| (220,226.73)

D21000 - Business Admin Services Total 844.36 186,131.79| 44,939.36| (220,226.73)

BKO001 - CSUB Operating Fund Total 844.36 186,131.79| 44,939.36 (220,226.73)

Grand Total 844.36 186,131.79| 44,939.36 (220,226.73)
FDWP?2 Standard Financial Reporting - QRG © 2015. Al Rights Reserved. Page 7
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3.3 Cabinet Level

These instructions will guide in creating the Operating Report for your cabinet office. You will only
need to create this report one time.

Dashboard Financial Reporting
Home tab Primary business unit for campus level reporting | [Enter the business unit, such as BKCMP]
Primary Budget Ledger Standard Budget
Report .
Manage My Budget as of Period
Tab
Report Filter Example
Filters: Business Unit [Enter Business Unit, such as BKCMP]
Fiscal Year 2015
As of Period 12
Account Type 50 — Revenues, 60-Expenditures
Budget Ledger Standard Budget
Fund(s) [Enter funds, such as BKO0O1, BKCO3]
NOT Acct Cat 603
Dept Tree Name BK_DEPT_ROLLUP
Dept Level 2 [Enter Department Level 2, such as D21000 — Business Admin Services]
Apply
Filters Click Apply Filters
Column Column 1 Column 2 Column 3 Column 4 Column 5 Column 6
Selectors: Fund Fdescr | Dept Level 2 Fdescr | Dept Level 3 Fdescr | Dept Fdescr | Acct Cat Fdescr | Hide
Click OK
Report . -
h I B
View: Standard with Original Budget
Exclude Month To Date Actuals, Month to Date Encumbrances, Prior Year(s) Actuals, Year to Date Actuals, and %
Columns Used Fiscal Year.
Add Sub-
" Acct Cat Fdescr > Show Subtotals > After Values
totals
Save
Current Page Options > Save Current Customization > Standard Report - Department
Selection
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Sample Standard Report — Cabinet Level

Fund Fdescré Dept Level 2 Fdescr Dept Level 3 Fdescr Dept Fdescr Acct Gat Fdescr Original Budget [Current Budget [ Actuzls [ Balance Avaiable|
X001 - CSUB Operating Fund | DZ1000 - Business Admin Servicas| DZ1010 - VP BAS D21010 - VP Business Admin Svcs. 601 - Regular Salari Wages 48,184.53 0.00 (48.194.53)
604 - G icati 30595 0.00 (305.5)|
605 - Travel 1447.99) 0.00 (1.447.95)
613 - Contractual Services Group. 0.00) 000 0.00)
&16 - Information Technelogy Costs 0.00) 0.00 0.00)
660 - Misc. Opsrating Expanzes 36,118.24 0.00 (36.118.24
D21010 - VP Business Admi Total 86,016.71 0.00| (86,016.71)
D21010 - VP BAS Total 86,016.71 0.00] (86,016.71
D21108 - AVP Fical Services D21100 - AVP for Fiscal Services €01 - Reguler Salars Wages 35,587.50 0.00 (35,587.50)
604 - G icati €314 0.0 (53,14
05 - Travel 257328 0.0 (257,25
613 - Contractual Services Group. 4,605.00 695200 265300 (5.000.00)
616 - z elogy Costs 0.00) 1.057.96 057,
660 - Misc, Operating Expenszes 1927.21] 389954 836,
D21100 - AVP for Fiscal Services Totel 4,605.00| 47,109.14 _ 7,650.50
D21130 - General Accounting €01 - Reg 2 Wages 6,446.30 0.00
604 - G st 20022 0.00
613 - Contractual Services Group. a.oﬂ 0.0
616 - 2 clogy Costs| 0.00) 0.0
660 - Misc, Operafing Expenses 1,873.03) 0.00 (1,673.03)
D21130 - General Accounting Total 68,519.55 0.00| (68,519.55)
D21140 - Student Financal Services | 601 - Regular Salar Wages 113,266.72 000|  (113,288.7)
604 - G icati 14371 0.00 (133.71

' ~ ' r- ' r 3 Trave PN Ba ﬂﬁ 0.00 ’. IGE‘OSP

_%Wm%mﬁw& e W - T %
~nformation Sacurty i - Reguiar Sain frages 800 i G
e . 759 [T 759
606 - Travel 2.09.29 0.00 (2.049.29)
616 - Information Technology Costs 0.00 0.00 0.00)
660 - Mac. Opersting Expensss | | | 164.00] 0.00 {184.00)
|D22370 - Information Security Total | | | 8350538 0.00  (8,505.83)|
D22410 - Enterpriss Appications €01 - Reguiar Saiaries and Wages | | [ msser) 0.00 (112.9%4.17)|
&4 - G 10873 000 {1
€06 - Travel 279197 0.00
616 - Information Technology Costs 0.00 0.00
[ 660 - Mac. Opsrsting Expensss | | | 3.616.87] 0.00 (3.616.57)
|D22410 - Enterprise Applications Total | | | 119,511.80 0.00] (115,511.80)
| D22000 - VP Information Resources Total I | 22238575 738,563.95 168,875.16 (685,053.35)
021000 - jices Tatal 1,282,535.83 3,378,079.48 1,542,085.16 (3,637,628.81)
BKOO1 - CSU Total 1,282,535.83 |3,378,079.48 1,542,085.16 (3,637,628.51)
[BKCD3 - CF-Cabinet CFO (BAS) 021000 - Business Admin Services| D21010 - VP BAS 21010 - VP Business Admin.Sucs. [660 - Misc. Operating Expanses 662,697.00 0.00 0.00 682897.00
D21010 - VP Business Admin.Sves. Total T | 682,897.00 0.00 0.00  682,897.00|
D21010 - VP BAS Total | | €82,897.00 0.00] 0.00  682,897.00|
D21200 - Pubic Safely 021200 - Pubic Safety-Spt [ 80 - e, Operating Expenses | wwsm|  wmeso) 0.00| 0.00 T80
021200 - Spt Total 37,749.00  37,749.00 0.00 0.00 37,749.00
021200 Total 37,749.00  37,749.00 0.00 0.00 37,749.00
D21590 - FACIL PLANG DEV & OPER. MGR [D21655 - FPDO-Constructon [660 - Misc. Operating Expanses 300,000.00 0.00 0.00 300,000.00
'D21595 - FPDO~Construction Total I | 300,000.00 0.00] 0.00]  300,000.00|
D21610 - Def Mant/Specel Repsir [ 60 - Misc. Operating Expenses 113,262.00 000 0.00 113.282.00
|D21610 - Def Maint/Special Repair Total | 11328200 0.00 000  113,282.00
D21590 - FACIL PLANG DEV & OPER. MGR Total 413,282.00 0.00 0.00  413,282.00
D22000 - WP Information Resources. D22010 - Information Technolgy Serv AVP 616 - Information Technolegy Casts 0.00 744084 (7.440.84)
[£60 - Misc. Operating Expenses 7,441.00 0.00 0.00 744100
D22010 - Information Techaolgy Serv AVP Total | | 744100 0.00 734084 0.186]
| D22000 - VP Information Resources Total | | 744100 000 7,4s084 018/
21000 - Busi dmin Services Total 37,749.00 1,141,369.00 000  7,440.84| 1,133,928.16
BKCO3 - CF-Cabinet CFO Total 37,749.00 1,141,369.00 000 744084 113392816
Grand Total 37,749.00 2,423,904.83 3,378,079.48 1,549,526.00 (2,503,700.65)
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4.0 Standard Fund CY Activity Report

The Standard Fund CY Activity Report allows you to monitor your fund activity for the current year
(CY). It shows your revenues and expenses, along with your current budget.

Dashboard Financial Reporting
Home tab Primary business unit for campus level reporting | [Enter the business unit, such as BKCMP]
Primary Budget Ledger Standard Budget
Report .
Manage My Budget as of Period
Tab
Report Filter Example
Filters: Business Unit [Enter Business Unit, such as BKCMP]
Fiscal Year 2015
As of Period 12
Account Type 50 — Revenues, 60-Expenditures
Budget Ledger Standard Budget
Fund(s) [Enter funds, such as MX085]
Apply
Filters e  Click Apply Filters
Column Column 1 Column 2 Column 3 Column 4 Column 5 Column 6
Selectors: Fund Fdescr | Dept Fdescr Acct Type Fdescr Account Fdescr Hide Hide
Click OK
R
feport Summarized
View:
Exclude % Used Fiscal Year
Columns
Add Sub-
“ Acct Type Fdescr > Show Subtotals > After Values
totals
Save
Current Page Options > Save Current Customization > Standard Fund CY Activity Report
Selection
FDWP?2 Standard Financial Reporting - QRG © 2015. All Rights Reserved Page 10
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Sample Standard Fund CY Activity Report

Fund Fdescr£s ™" Dept Fdescr Acct Type Fdescr |Account Fdescr Current Budget |Actuals Encumbrances |Balance Available
M5T04 - Academic Technology Fee |D10005 - Instruction 60 - Expenditures |616803 - Computers Instructional = 2500 131,000.00 0.00 0.00 131,000.00
619002 - Equip Instructional less $5k 19,043.00 0.00 0.00 19,043.00

D10005 - Inst ion Total 150,043.00 0.00 0.00 150,043.00

D22010 - Information Technolgy Serv AVP (50 - Revenues 501820 - Instr Related Activity Fees (56,726.40) 0.00 56,726.40

501911 - Fee Waiver - IRA 1,610.67 0.00 (1,610.67)

60 - Expenditures |616002 - I/T Hardware (Computers) 0.00 30,774.00 (30,774.00)

616003 - I/T Software Expense 0.00 0.00 0.00

616005 - Misc Info Tech Costs 269.43 0.00 (269.43)

616803 - Computers Instructional > 2500 0.00 0.00 0.00

619002 - Equip Instructional less 55k 15.90 16,760.97 (16,776.87)

660003 - Supplies and Services 18.01 0.00 {18.01)

660021 - Repairs and Maintenance 0.00 4,134,559 (4,134.59)

D22010 - Information Technolgy Serv AVP Total (54,812.39)| 51,669.56 3,142.83

D92150 - CSUBAK 50 - Revenues |501820 - Instr Related Activity Fees (6,886.69) 0.00 6,886.69

|B.50001 - REVENUE BUDGET (150,043.00) 0.00 0.00 (150,043.00)

D92150 - CSUBAK Total (150,043.00)| (6,886.69) 0.00| (143,156.31)

MST04 - Academic Technology Fee Total 0.00|(61,699.08) 51,669.56 10,029.52
Grand Total 0.00|(61,699.08) 51,669.56 10,029.52

FDWP?2 Standard Financial Reporting - QRG
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5.0 Standard Fund Balance to Date

The Standard Fund Balance to Date Report allows you to monitor your fund activity for the current
year. It shows your current budget, revenues, expenses, along with your continuous
appropriation.

Please note: This report is different than the Fund Balance Report.

REPORT SETUP
Dashboard Financial Reporting
Home tab Primary business unit for campus level reporting | [Enter the business unit, such as BKCMP]
Primary Budget Ledger Standard Budget
Report Manage My Budget as of Period
Tab
Report Filter Example
Filters: Business Unit [Enter Business Unit, such as BKCMP]
Fiscal Year 2015
As of Period 12
Account Type 30 - Fund Equity and Reserves, 50 — Revenues, 60-Expenditures
Budget Ledger Standard Budget
Fund(s) [Enter funds, such as MX085]
Apply Click Apply Filters
Filters
Column Column 1 Column 2 Column 3 Column 4 Column 5 Column 6
Selectors: Fund Fdescr | Dept Fdescr Acct Type Fdescr Account Fdescr Hide Hide
Click OK
R
feport Summarized
View:
Exclude % Used Fiscal Year
Columns
A -
dd Sub Acct Type Fdescr > Show Subtotals > After Values
totals
Save
Current Page Options > Save Current Customization > Standard Fund Balance to Date Report
Selection

FDWP?2 Standard Financial Reporting - QRG
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Sample Standard Report — Fund Balance to Date

Fund Fdescr&s ™" Dept Fdescr Acct Type Fdescr Account Fdescr Current Budget | Actuals Encumbrances [Balance Avaiable

M5T04 - Academic Technology Fee |D10005 - Instruction 60 - Expenditures 616803 - Computers Instructional > 2500 131,000.00 0.00 0.00 131,000.00

619002 - Equip Instructional less $5k 19,043.00 0.00 0.00 19,043.00

D10005 - Instruction Total 150,043.00 0.00 0.00 150,043.00

D22010 - Information Technolgy Serv AVP |30 - Fund Equity and Reserves [305002 - Fund Balance-Cont Approp (123,372.53) 0.00 123,372.53

50 - Revenues 501820 - Instr Related Activity Fees (56,726.40) 0.00 56,726.40

501911 - Fee Waiver - IRA 1,610.67 0.00 (1,610.67)

60 - Expenditures 616002 - I/T Hardware {(Computers) 0.00 30,774.00 {30,774.00)

616003 - I/T Software Expense 0.00 0.00 0.00

616005 - Misc Info Tech Costs 269.43 0.00 (269.43)

616803 - Computers Instructional > 2500 0.00 0.00 0.00

619002 - Equip Instructional less $5k 15.90 16,760.97 (16,776.87)

660003 - Supplies and Services 18.01 0.00 {18.01)

660021 - Repairs and Maintenance 0.00 4,134.59 (4,134.59)

D22010 - Information Technolgy Serv AVP Total (178,184.92)| 51,669.56 126,515.36

92150 - CSUBAK 30 - Fund Equity and Reserves | 305002 - Fund Balance-Cont Approp 6,886.69 0.00 (6,886.69)

50 - Revenues 501820 - Instr Related Activity Fees {6,886.69) 0.00 6,886.69

E50001 - REVENUE BUDGET {150,043.00) 0.00 0.00 (150,043.00)

D92150 - CSUBAK Total (150,043.00) 0.00 0.00| (150,043.00)

MST04 - Academic Technology Fee Total 0.00 |(178,184.92)| 51,669.56  126,515.36

Grand Total 0.00|(178,184.92)| 51,669.56  126,515.36
FDWP?2 Standard Financial Reporting - QRG © 2015. Al Rights Reserved. Page 13
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6.0 Standard Open POs Report

The Standard Open POs report allows you to monitor your purchase order activity. It allows you to see the
encumbrance and voucher activities. You can view the information a number of ways, including by fund, supplier,

etc.

Dashboard Transaction Inquiry

Home tab Primary business unit for campus level reporting | [Enter the business unit, such as BKCMP]
Primary Budget Ledger Standard Budget
Report .
Tab Open PO Reports > Open PO Views
Report Filter Example
Filters: Business Unit [Enter Business Unit, such as BKCMP]
Fiscal Year 2015
As of Period 12
Fund [Enter funds, such as BK0O01]
Dept [Enter department number, such as D22010]
o Click Apply Filters
Report
View Open PO by Supplier
Supplier
Sdescr [Select the supplier you want to view, such as AT&TDATTACO-001]
Save
Current Page Options > Save Current Customization > Standard Open POs Report
Selection

Sample Actuals Transactions

Supplier Sdescr - ATRTDATACO-001 ¥

PO #4 |PO Line # ‘Document Line Deser |Supplier Descr ‘Fund ‘Accuunt |Program |Class Open PO Amt
1001010880 | 11 ESTIMATED SHIPING COST |AT&T DATACOMM [BKO01 - CSUB Operating Fund (604002 - Computer Netwarks |-~ |C0033 - USER DEFINED 038 --- | D22010 - Information Technolgy Serv AVP 85.00
1001010880 Total 85.00
1001012052 1| Aruba support - 7/1/15 - /30/ [ATST DATACOMM [BK0O1 - CSUB Operating Fund |616005 - Misc Info Tech Costs |-~ [C0008 - USER DEFINED 008 |- - - |D22010 - Information Technolgy Serv AVP|  17,852.78
1001012952 Total 17,85278
Grand Total 17,937.78

Sample PO Drill Down

Faesy

o i3] 1(6/30/2014 | 1001010880 Encimbrance

st Creemiay

lBur ot [Facata - peryog Accounting
eor i o i
o i3] 1]6/0/2014 | 1001010880 Encimi

=
Batarsteid

o i3] 1]6/30/2084 | 1001010
Baversheid
o - 2013|  1]6/30/2014 | 1001010880 Encumbrance
s

AwUAL
Actaty from MAINTENANCE
2P0

e - 2013 1(6/30/2014 | 1001010880

ETEDED.
sy ‘Actiity rom | UNIVERSITY
P

Period  |Oocument jpg & A Suppher
foid Pegeent i Suppher Fad

Periad 1. 17}10/2013 1001010880 1001001371 | 1001061371

20130701 Cater
DaTACOMM

7/40/2013 | 1001010680 | 1001001371 | 1005001371 O
arar

oaTACOMM

‘0039 - [Period 1- | 7/40/2013 | 1001080680 | 1001001371 | 8001001374 |- | 4| 4| |-
user ~ |201307.01 ATaT
oernen. DATACOMM

1~ (7/10/2013 1001010890 | 1001001371

Period 1= (7/10/2013 | 1001010880 | 1001001371 | 1001001371 |- | 7| 1| -
2130701 'ATST

Period 1~ 17/10/2013 1091010880 (1001001371
< 2130701

FDWP?2 Standard Financial Reporting - QRG

Last modified by tsherman on 10/28/2015

© 2015. All Rights Reserved.




Finance Data Warehouse Phase 2
Quick Reference Guide

Standard Financial Reporting

7.0 Standard Actuals Transactions Report

This report allows you to see all transactions based on your report filter. You can download these transactions to
Excel for further data manipulation. Additionally, you can customize this report using the column enhancements,
such as sorting, moving, and excluding columns.

Dashboard Transaction Inquiry

Home tab Primary business unit for campus level reporting | [Enter the business unit, such as BKCMP]
Primary Budget Ledger Standard Budget
_I::L)ort Actuals Reports > Actuals Transactions
Report Filter Example
Filters: Business Unit [Enter Business Unit, such as BKCMP]
Fiscal Year 2015
Period From 1
As of Period 12
Fund [Enter funds, such as BK0O01]
Dept [Enter department number, such as D10160]
Not Acct Cat 603
o Click Apply Filters
Report
View Actuals Transactions Download to Excel
Save
Current Page Options > Save Current Customization > Standard Actual Transactions Report
Selection
Export Export > Excel > Excel 2007+

Sample Actuals Transactions
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8.0 Running your Standard Reports

These instructions will assist you with running the standard reports you created in sections 3.0 — 7.0.
Standard Operating Reports

e Dashboards > Financial Reporting > Management My Budget as of Period > Page Options > Apply Saved
Customizations > Standard Operating Report — Department*

e Dashboards > Financial Reporting > Management My Budget as of Period > Page Options > Apply Saved
Customizations > Standard Operating Report — School / Division*

e Dashboards > Financial Reporting > Management My Budget as of Period > Page Options > Apply Saved
Customizations > Standard Operating Report — Cabinet*

Standard Fund CY Activity Report

¢ Dashboards > Financial Reporting > Management My Budget As of Period > Page Options > Apply
Saved Customization > Standard Fund CY Activity Report

Standard Fund Balance to Date Report

¢ Dashboards > Financial Reporting > Management My Budget As of Period > Page Options > Apply
Saved Customization > Standard Fund Balance to Date Report

Standard Open POs Report

o Dashboards > Transaction Inquiry > Open PO Reports > Open PO Views > Page Options > Apply Saved
Customizations > Standard Open POs Report

Use the Report views to see Open POs by fund, department, or supplier. If you use the Open POs by Supplier, use
the Supplier Sdescr dropdown to select the desired supplier.

Standard Actual Transactions Report
e Dashboards > Transaction Inquiry > Actuals Reports > Actuals Transactions > Page Options > Apply

Saved Customizations > Standard Actual Transactions Report

9.0 Getting Assistance

If you need assistance, please use the preferred sources and order in which to contact listed below:

e Campus Training website (http://www.csub.edu/training/pgms/fdwp2/index.html)
e Level One Support — Dean or Division Budget Analyst

e Level Two Support — Paula and Terri Radney

e Level Three Support — Michelle Mills
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