* Make your selections | The Analytics Center contains the reports. Common
« Click OK ¢ B Questica Budget System elements in the Analytics Center are the Menu Toolbar,
To save time, you can bookmark your favorite reports. To Questica Financial RGPOI""’S Report Tool bar, and the Report Layout

ereate a bookmark, click the Star icon GETTING ASSISTANCE
Menu Toolbar

. F the Analytics Center,
. rglri]ck ’reher;lcegrl:zl ree:o:r The Menu Toolbar appears in the Analytics Center. From

Saving Bookmarks

If you are unsure or need assistance, please refer to the

. . resources below: CSUB has 3 financial systems: Common Finance System, Fi-  this toolbar, you can select your report category and
* Click the Star icon el el - . nance Data Warehuse, and Questica Budget System. Each access the Report Tools.
2. The report will appear If' Gy et I / Campus Training Website system address different purposes. Analytics Center
with the Star. e Questica Financial Reports e |

Questica

. http://www.csub.edu/training/pgms/gfinrepts/in- Questica is a web-based system designed for budget infor- _
Using Bookmarks dex.html

mation. It contains selected information from CFS. It allows

To use your bookmark, use the Bookmark feature in the Contacts you to run reports regarding your expense projections, fund The Questica Budget System has financial reports de-
Navigation pane. It will open with a list of your book- balances, fund summaries, and more. Questica reports look signed specifically for the CSU. The 28 reports fall into 3
marked reports. * Level One Support more like a financial report as opposed to a report with categories: Expense Projection, Fund Balance, and Fund
1 In the Naviaati lick Bookmark hool / Division Budaet Anal financial information. Text appearing in red and negatives Summary. For more info.rmo’ricin on these reports, please
- nihe Navigation pane, click Bookmarks School / Division Budget Analyst means bad, as they do in most Accounting systems. In the refer fo the Questica Financial Reports QRG.
2. From the list, click the desired report future, Questica will allow you to request changes for oper- ..
(O 70 e P by Fr rd D) * Level Two Support ating and position budgets. Expense Projections
_‘::::;::Hdlimm . ear . The Expense Projection reports show your actual ex-
— —— ) Paula Miser - Academic Liison Common Finance System penses and projected expenses for a specific fiscal
5. Complete the parameters and click Run Report Crystal Rios - Non-academic Liaison The Common Finance System (CFS) is our primary financial year. From these 8 reports, you can determine what your
system. It is the system where our financial data is entered actual expenses are and where your actuals will be by
_ * Level Three Support and stored. It is the system of record for all financial data. the end of the fiscal year. The projections used in these
. . . o . CFS is designed for handling transactions. It contains the reports are determined by considering your spending
Savmg Report Parameter Sets Michelle Mills, University Budget Officer most current information. CFS sends information to the patterns for the last 3 years for that fiscal period.
Saving Report Parameter Sets will save you time. You can Computer-related Issues Finance Data Warehouse and the Questica Budget system. L
use them when running reports from the Analytic Center, Expense Projection Reports
the Auto-Fill, and Bookmarks. ) 2'2:?622?5557 Finance Data Warehouse + EPO1 - Expense Projection by Campus
1. After you fill in the report parameters, click the Save helpdeskecsub.edu The Finance Data Warehouse is a reporting system shared + EPO2 - Expense Projection by Business Unit
icon throughout the CSU system. It contains a snapshot of + EP03 - Expense Projection by Fund
2. When the Report Parameter Set Details open, selecfed infc.>rmof'ion' from CES. It allows you to run reports - EPO4 - Expense Projection by Fund and Division
+ In the Name, enter a name for the saved parame- CONTENTS containing financial information. However, the text colors - EPO5 - Expense Projection by Fund and College/Area

ters . ‘ ‘ ‘ and the signs on the numbers can be misleading. + EPO6 - Expense Projection by Fund and Department
Accessing Questica Financial Reports

« Click OK + EPO6 Expense Projection By Fund And Department Pro-

N

_ Bookmarks 1 gram, Project, Class
3. Your saved parameter set will === e
appear in the Auto-Fill, the An- o CSUB Financial Systems 1 « EPO7 - Expense Projection by Campus (Division)
alytics Center next to the Run /Vh:wii‘:““"" Financial Reports Overview 1 The Questica interface cgnms"rs of the Navigation Pane and - EPO8 - Expense Projection by Bus
Report, and in the Bookmarks . ‘ the Center Pane. The Navigation Pane appears on the left. Samole R ;
under the Graph icon. Getting Assistance 1 It allows you to move among the different Questica mod- ample Repor
Questica Environment 1 ules and features. Your selections in the Navigation pane
Editing Report Parameter Sets Report Environment 2 determines what you see in the Center pane. P06 - Expense Projecion by Fund and Deparument with Program, Project and Class
1. From the Analytics Center, click Report Tools Report Parameter sets 1 Analysics Cosar f;f-w -
2. From the menu, click Report Parameter Sets Working With Reports 2 o e ot ] M SET—— — ——y
3. Your saved Report Parameter Sets will appear. To e s T mmmeSmomm e mommome
edit, double-click the desired report parameter set. epoz - jection by Business Unit vt e e e e .
8] oo e ooy s e o mEmaS ESsnsss
4. In the left pane, click the General tab coas  Exmenes Projection by Fund —
L] e e i i
5. To change the name, M) = -
* In the Name, enter the new name Teim— " an o
+ Click OK e e e ;T:Zf'“ s oo g
6. To change the report parameters, click Parameters e T ——— S e o
Center Pane ;T:;P:#mewnwmdandnemmmm
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Fund Balances

The Fund Balance reports allow you to see what is hap-
pening with a specific fund. It does not include budget
information, just the actuals. These 6 reports show your
actuals including beginning balance, total revenues, total
expenses, transfers in/out, and ending balance for a spe-
cific fiscal year. They can be run for the Campus, Business
Unit, Fund, Division, College / Area, and Department.

Fund Balance Reports

+ FBO1 - Fund Balance by Campus

+ FBO2 - Fund Balance By Fund Business Unit (Division)

+ FBO3 - Fund Balance By Business Unit

+ FBO4 - Fun Balance by Business Unit and Division

+ FBOS5 - Fund Balance By Business Unit and College/Area
+ FBOS - Fund Balance by Business Unit and Department

Sample Report

FBO06 - Fund Balance by Business Unit and Department

Buiget Yowr Hrkai
Businea3 Ui BAEP . Camp
Dot D100 - Buping a3 A Saices
CWW“'" = [
Beginning Totl ity Bonefl Operaeg Trandlor  Tranader  Ending

Fund Balbwce  Source  Eopende  Lipemse  Expense  Encumb  Told Use In Out Balanie
BRDRY I Oparaing Fund 102058 I W Lhd W . O
BUDED  CF-Oputing Fusd . . 158 i . . X4 . - (B
BRCEY  CPGabral CFO(BaS) L7 . . ANY M wwp . T

Tetal (L0025 81 R ¢ L} S E TR T 81 . v (Rt
Touatn ey e e £ g
Mgy 10, RIE 03N AU FBOS - Fud Buance by Busineaa Und and Deparingnl P fall

Fund Summaries

The Fund Summary reports shows your budget vs. your
actuals. These reports summarizes your budgets,ry of your
sources of funds, uses of funds, and transfers including
beginning and ending balances for a specific fiscal year.
These reports can be run at 5 levels: Campus, Business
Unit, Fund, Division, College / Area, and Department.

Fund Summary Reports

+ FSO1 - Fund Summary By Campus

* FS02 - Fund Summary By Business Unit

+ FS03 - Fund Summary by Fund

+ FSO04 - Fund Summary by Fund and Division

* FS05 - Fund Summary by Fund and College/Area

« FS06 - Fund Summary by Fund and Department

+ FSI0 - Fund Summary by Campus (Division)

+ FS11 - Fund Summary by Division

* FSI2 - Fund Summary by College/Area

+ FS13 - Fund Summary by Department

+ FS14 - Fund Summary by Division and Business Unit

+ FSI5 - Fund Summary by College/Area and Business Unit
+ FSI6 - Fund Summary by Department and Business Unit

Sample Report

FS06 - Fund Summary by Fund and Department
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Report Toolbar

It appears above each report and contains these buttons.
fec 2922 © ook

1Jump to first page 7 Search Within box

2 Page backward 8 Find

3 Go to a specific page 9 Find Next
4 Page forward 10 Export

5 Jump to last page 11 Refresh

6 Drill up to previous report

Report Layout

The report layouts are designed to increase readability.
As such, all reports have a similar look and feel.

FS13 - Fund Summary by Department-—q: Repart Title D

(Edger Year 2017-2018

Divisfon D21000 - Business Admin Services

College/Arez Parameter Set

Department 3
\Business Unit Ail Column Headings

Business Unit| Click to drill down inal Base Adjusted Base  Final Budget Expense  Encumbrance Total Fav(Unfav)

BKCHP aam:J 202,388 202,388 356,598 48,670 27500 376,170 (19,572}

Total Use of Funds ﬂ 202,388 356,598 348,670 27,500 376,170 (19,572)
Grand total

sl may ifr s fo euning Report Footer

May 10, 2018 03:29 PM F513 - Fund Summary by Department Page 10f 1

1. Report Title
The name of the report

2. Parameter Set
The values you selected when running the report

3. Column Headings
Report labels located above each column

4. Blue text
Indicates that the text is drillable, click on it to drill
down to more detail

5. Row headings
Identify the contents of the row

6. Report Footer
The footer shows the date and time the report was
ran, the report title and page numbers.

1. Open your browser and navigate to https://questi-
ca.csub.edu

2. On the Sign In page,

* Enter your Net ID and password

+ Click Login
3. In the Navigation pane, click Analytics
4. The financial reports appear.

Running Reports
1. From the Analytics Center,
* Click the desired report
* Click Run Report
2. For the Parameter Set,
* Use the down arrows to make your selections
* Click Run Report
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3. Your report appears.

Expanding Sections

1. With your report open)@=rsz.. : : - m
. . B 880-Misc. Opersting Sxpenses 6,723 722 6728 5285
desired section rm e am am am e

Total Expenses 202.388 202388 9,536 294,187

2. The plus icon chang-
es to a minus and the section expands to show
detail.

Searching within a Report

Once your report is open, you can easily jump around the
report using the Search Within feature.

1. From the Report Toolbar,
* Enter your criteria in the Search Within Box
+ Click Find or press Enter on your keyboard
2. Your search criteria will be highlighted in the report.

The feature does not search in collapsed sections. You
will need to expand them first.

3. To find the next occurrence, click Next

Using Auto-Fill

The Auto-Fill feature saves you time when running your
reports. It allows you to use either a Saved Parameter Set
or the Last Run parameters. Refer to the section, Saving
Parameter Sets to learn more about saved parameter
sets.

1. After you open your report, click the Auto-Fill down
arrow
2. From the list of choices, make your selection

Last Run
Uses the parameters from the last time you ran the
report

Saved Parameter
Previously saved parameter sets for this report. They
appear in the list with the name you saved them as

3. The Parameter section is filled in. Click Run Report.

Drilling up and Down in Reports
Blue text indicates that you |usmemma e
can drill down to see more MW_M

D20 . . .
informo’rion. 022015 ~“Photo D Ofice 13300 1330 13300

Total Use of Funds 3300 13,300 3300
PO e S

To return to the previous n = v
report, use the Blue arrow - it @ |
on the Report Toolbar.

Downloading Reports
1. From the Report Toolbar, click ’rhell%bu’r’ron
2. From the menu, click Excel

. XML file with report data
3. When the dialog box opens, e
+ Click Open with 2
MHTML (web archive)
* Click OK Printing Reports
TIFF file
4. Your report opens in Excel —_

Printing Reports
1. From the Report Toolbar, click the % button
2. From the menu, click PDF
3. When the dialog box opens,

XML file with repart data

C5SV (comma delimited)

+ Click Open with
* Click OK Printing Reports

4. Your report opens in Adobe Acrobat. Click the Printer
to print

If your report opens in Adobe Reader, rinting may work
differently.



