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AUTHENTICATION

Step 1

Launch Internet Explorer. -
Internet

Ex |:|||:| Fer

Step 2

Goto Client Authentication
http://auth.fullerton.edu.

Use of the service means that you agree to abide by all applicable state, federal laws, California State University Acceptable Use Policy.

In addition, users also agree to abide by campus network security standards and practices:
Windows users must regularly check that their operating systems are up-to-date on various security patches, see

e/ fwindowsupdate microsoft.com.

Macintosh users must do the same by checking hup://www.apple.com/security.

UNIX/ Linux users must do the same by checking with their OS vendors.

Authenticate from Campus LANs

+ To access the Internet, click here to authenticate

+ To access Academic LANs, click here to authenticate
+ To access the Dev LANSs, click here to authenticate

+ To anywhere else. click here to authenticate

Please submit Service-Now ticket for Firewall authentication issues.

Step 3 Authenticate from Campus LANs

Click
To anywhere else, click
here to authenticate.

« To access the Internet, click here to authenticate

« To access Academic LANS, click here to authenticate
« To access the Dev LANS, click here to authenticate

« To anywhere else, click here to authenticate
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SteQ 4 CALIFORNIA STATE UNIVERSITY, FULLERTON »
Division of Information Technology
Enter network User ID and Client Authentication
Password then click
Login.
Login Required
r - rized acce TiempLe I. BLs, Or Password | eesvssssseesey|
Step 5
Message is displayed.
Click |2l to close the
window.

CHARGEBACK DATA ENTRY (using Excel Template)

Step 6 T
In Excel, open CFS - CSU
Chargeback Template — _ . . '
V4.0.x | S. CSU CHARGEBACKS TEMPLATE i

)
Check for the latest e R I P
version in 3 e
https://adminfin.fullerton.ed | |: r =
u/finance/asfr/forms/. ; = :
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St e 7 Senm:e Billing Account Fund Dept |Program | Class Project Amount
=lep 7 Provider ID Date (8) 3] (5) 4 (5) (8) (10}
2 (3)

Starting in row 3, enter the
following information: 4
REQUIRED:

_ Service Provider Purchase Order Reference 1 Reference 2 Reference 3 Reference 4
D (20) (30) (30) (30} (30)

- Billing Date

(mm/dd/yyyy)

- Account
- Fund
- Dept
- Amount (cannot be
$0.00)
REQUIRED (only if
billable):
- Program
- Purchase Order
(required for billing
AUX ORG)
OPTIONAL:
- Class
- Project
- Reference 1
- Reference 2
- Reference 3
- Reference 4

A B [ D E F G H | J K L
Step 8 = CFS - CSU Chargebacks Upload Template

CALIFORNIA STATE UNIVERSITY

) d FULLERTON 2 A
After com ple“ ng the Division of Administration & Finance e File View File

tem plate, click INSTRUCTIONS:

(1) Complete data entry page; (2) Click "Write File"; and (3) File is saved in C:Temp folder
*% Provider ID Date (8) (8) (8) (0] (8) (@) (10} (201 (30) (30)

POS 07/31/2010 | 660001 | THEFD | 11249 712 Communications

Service Billing | Account| Fund | Dept |Program| Class Project Amount 1 2
3)
Write File

POS 07/31/2010 | 660001 | THEFD | 10360 188 Research Initiatives

POS 07/31/2010 | 660001 | TADO1 | 10326 38.28 EE Dean Insiructicn

POS 07/31/2010 | 660001 | THEFD | 10323 20278 8.00 Science Education

to create the CMS file.

© @~ @ ;e w N

==

Step 9
Message is displayed.

Click
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File Created... |

IMPORTANT: The CM3 file has been created successfully,
-  Fileis savedin
C:\Temp folder
- Datain cells A3
and B3 are used in

File created = C\TemplPOS_20100731_CMS, THT

FRows written = 4

the file name amount written = 55,28
(0] 4 |
A B Cc

File Created... x|

CALIFORNIA STATE UNIVERSITY )
The CMs file has been created successfully,

FULLERTON

Division of Administration & Finance

INSTRUCTIONS: Rows written = 4
1 (1) Complete data entry page; (2) Clic

Service Billing Account

: Provider ID Date (6)

FOS 07/31/2010 §§ 660001
4 POS 07/31/2010 | 660001 )

File created = C\TemplPos 20100731 CMS. TXT)

Arounk writken = 55,25

Step 10 (OPTIONAL) A 8 e e F LG . , . 5 5
e CFS - CsU Chargebacks Upload Template
M cauromnia stare universiTy
d FULLERTON 8 &
i 1 i Division of Administration & Finance Write File Viw File
To preview the file, click
s INSTRUCTIONS;
E 1 (1) Complete data entry page; (2) Click "Virite File"; and (3) File is saved in C:\Temp folder
Service Billing ‘Account | Fund Dept | Program| Class Project Amount 1 2
, e © @ | @ | @ [ ® @ (10) (20) (30) (@0)
©)
3 POS 07/31/2010 | 660001 | THEFD [ 11249 7.12 Communications
4 POS 07/31/2010 | 660001 | THEFD | 10360 1.88 Research Initiatives
3 POS 07/31/2010 | 6680001 | TADO1 | 10326 38 .28 EE Dean Instruction
[ POS 07/31/2010 | 660001 | THEFD | 10323 20279 8.00 Science Education
7
8
9
10
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Step 11 (OPTIONAL) ‘m
Pl;IED.E::EEO.IDﬁUJ;alT;lEFP 1124% Fald D __i

File is displayed in PoSnTIlIol0Re00MATADGE 10376 NN

Notepad. POSOFIL 201 065000 THEFD 10335 20279 o

Click |l to close

Notepad.
i | LIJ

Step 12

Do not close the Excel
template until after Step 21
is done. You might need
to go back to the template
to correct errors.

Step 22 is the conversion
of CMS to CFS with NO
ERROR.

FILE FTP

Step 13

Go to My Computer.

My Compuker

Step 14

File Edit ‘iew Favaorites Tools Help

GO to C\Temp e Back - -Q - l@ /:j Search J— Faolders v @ Folder Sync
Address I@ CiTemp
Tame | Size | Twpe | Date Modified
File and Folder Tasks ¥ [£] pos_z0100731_CMs, TXT 1KE TextDocument  7f27(2010 1:58 PM

Other Places *

g Local Disk ()

Last Revised: 11/16/2020
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sten 15
. ) J File Edit ‘“iew Fawvorites Tools  Help
Left click on the file name. - :
J G Back » () - ? pi ! Search Falders E\v i
J.ﬁ.ddress I_} C:iTemp
File and Folder Tasks ¥
Step 16 e .
J File Edit ‘iew Favorites Tools  Help
nght CIICk then SeIeCt J @ Back - \_) - ﬂ‘ /.._\: Search Folders Ev .?} Folder Svnc
Copy
J.ﬁ.ddress I_} CiTemp
[Narne | Sizel Type
File and Folder Tasks ¥ m k
Print
Other Places & Edit
“ee Local Disk (C:) & Publish DWFx
UD Iy Documents & Publish DWF and Email
-j My Computer i Publish DwWF
"_J My Network Places & Publish DWF and Email
Open With 3
Details S &J Scan for threats.,.,
POS_20100731_CMS.TXT ol i g
Text Document Upload using WS_FTP Upload Wizard
Date Maodified: Taday, July 27, Send To .
2010, 1:55 PM
Size: 862 bytes Cut
(=T
Create Shorbout
Delete
Rename
Properkies
Step 17 J File Edit View Favorites Tools Help
Back - - 'ﬁ‘ ) Search Folders -
. o My Computer J @ O El ‘
Click # ™ comp -
to go to the Z drive. | Address | ) C:iTemp
[armne
File and Folder Tasks ¥ [Z] pos_z0100731_CMS.TXT
Other Places £
e Local Disk (C:)
h:i My Docurments
My Computer
&) mdstwork Places

Last Revised: 11/16/2020
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Step 18

Click the Z drive.

File Edit View Faworites  Tools

Help

QBack - O b ﬂ' ‘ /'_-\l Search Folders ‘ El-

[‘r} Falder Svnc

Address I ' My Compuker

System Tasks &

Wiew syskem information
:._j Add or remove programs
[ change a setting

<

Other Places

Mame I Type
Hard Disk Drives

%@ Local Disk (C:) Local Disk,
Network Drives
= ms fin on 'cn Metwork Drive

Step 19

Click =4 then

J File Edit  Wiew Fawaorites Tools  Help

Wait for the file to
disappear.

Back = | | - ] ) Search Falders + | g Folder Sync
[recharge J Q 2 ) rd E\ L i
J Address Id Ziglrecharge
Right click then select Mame =~ | Size | Type
Paske File and Folder Tasks ¥ ICCFs File Falder
IChdone File Falder
Other Places £
=4
B Iy Dacunents Wiew 1
._’5 My Carnputer
Arrange Icons By 3
h._g MMy Metwark Places Refresh
Customize This Folder. ..
Details &
recharge Paste Shorbout
File: Folder Undo Delete Chrl+2Z
& Groove Folder Synchronization 4
Mew 3
Fropetties
Step 20

J File Edit “ew Favorites Tools Help

J @ Back - \_) - 'ﬁ' ,,-*’.'- ) search Falders El -
J Address | Z:\ghrecharge
Mame =~
File and Folder Tasks ¥ T L
[hdone
Other Places &
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Step 21

CMS file that was created
in Step 10 is moved to the
done folder.

J File Edit Wiew Favorites Tools Help
J GBack - \_J - 'ﬁ' e ! Search Falders Elv [‘f:} Faldet Sync
J Address I“j Z:ghrechargeldone
_Hame I
File and Folder Tasks ¥ @ 2010-07-27-15-40-01-PO5S_20100731_CMS. TAT

CMS TO CFS CONVERSION (NO ERROR)

Step 22

New CFS file using
speedcharts is created and
saved in the CFS folder.

If the file has no error, only
1 file is created. This file
will be loaded into CFS.

J File Edit ‘iew Fawvorites Tools  Help
J @Back - \_F)l - ‘ﬁ' /._-\l Search Folders Ev l":l‘:.} Faolder Sync
J Address I":I Z:\alrecharge\ CFS\POS
_Mame =~
File and Folder Tasks ¥ E} 2010-07-27-16-11-42-P0O5_20100731_CMS. TAT

Step 23

Go back to the Excel
template (click Alt-Tab)
and click |- Xl to close the
Excel template.

Microsoft Excel

Is Outline

CMS TO CFS CONVERSION (WITH ERROR)

Step 24

If the file has an error, 2
files are created:

- Error.Log

- CFSfile

J File Edit Vew Favarites Tools Help

J @ Back - \_F)I v ﬁ' /.. ) search Folders E- Ql:?_l Folder Sync
J Address I‘*:' Z\glrechargel\CFSPOS
Mame =
File and Folder Tasks ¥ r% 2010-07-27-16-20-02-P0O5_20100751 _CM35, TT.Error.Log

rﬂ Z2010-07-27-16-20-02-PO5_20100731 _CM3. TeT

Last Revised: 11/16/2020
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Step 25
Ste 22

Open the Error.Log to File Edit Formak “iew Help
review the error. PoE07 312 01 OFEEEEET HEF D 10323 20275

An error means that a
chartfield string does not
match to a speedchart.

Step 25a BEFORE CORRECTION:

Service Billing Account Fund Dept | Program | Class
In the example above, Provider ID Date (6) (5] (5) 4 (5
account 666666 is not i3)
valid. FOS 07/31/2010 | 660001 | THEFD | 11249

POS 07/31/2010 | 660001 | THEFD | 10360
POS 073172010 | 660001 | TADOT | 10326
POS 07/31/2010 | 660001 | THEFD | 10323 20279
FOS 07/31/2010 || 666666 || THEFD | 10323 20279

Go back to the Excel
template and change the
invalid chartfield.

AFTER CORRECTION:

Service Billing Account Fund Dept |Program | Class
Provider ID Date (B) (5) (5) 4) (5)
3

POS 07/31/2010 | 660001 | THEFD | 11249
POS 07/31/2010 | 8680001 | THEFD | 10360
POS 07/31/2010 | 660001 | TADO1 | 10326
FOS 07/31/2010 | 660001 ( THEFD | 10323 20279
POS 07f31/2010) 660001 § THEFD | 10323 20279

Step 25b

If the chartfield
combination is valid but
got an error, determine if a
new speedchart needs to
be created.

To request a new
speedchart, send an email
to DL-
ASFR@fullerton.edu.

Continue once the
speedchart is created.

Last Revised: 11/16/2020
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Step 26

Repeat Steps 10 to 21
until all errors are
corrected.

IMPORTANT:

There are now 3 files in
the CFS folder. Sort the
file by Date Modified. The
newest date stamp must
not have an Error.Log.

AFTER CORRECTING THE ERROR:

J File Edit View Fawvorites Tools  Help

J OBack - \_) e tr ‘ /.._\’ Search

J Address I“j Ziglhrecharge\CFS\POS

Folders

()=

@ Folder Sync

Mame ~ | Date Madified
File and Folder Tasks ¥ r;_] 2010-07-27-17-10-31-PO5_20100731_CMS. TAT 712712010 5:10 PM
r.:=j 2010-07-27-16-20-02-PO5_20100731_CMS, TAT.Errar.Log 712712010 4:20 PM
Other Places a2 [2) 2010-07-27-16-20-02-PO5 _20100731_CMS, TRT 7/27/2010 4:20 PM

USE FILE WITH LATEST DATE STAMP (RESULT OF STEP 27a):

| Date Modified
7{27/2010 5:10 PM

[ Mame
r.%] 2010-07-27-17-10-31-PO5S_20100731 _CMS, TAT

IGNORE FILES WITH OLDER DATE STAMP (RESULT OF STEP 26):

| Date Modified =
7127}2010 4:20 PM
7127}2010 420 PM

Marme
IE] 2010-07-27-16-20-02-P05_20100731_CMS.THT
E] 2010-07-27-16-20-02-P05_20100731_CMS, TXT.Error.Log

Step 27

Click |l to close the Z
drive.

— _IDI
| A
il ai

M=

Last Revised: 11/16/2020
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CFS CHARGEBACK CREATION PROCESS

Step 28

Login to the Portal.
http://www.fullerton.edu/

Iellle’d & Faculty & Staff §

[ A lLeading CSU | Californ x

- C | @ www.fullerton.edu

CALIFORNIA STATE UNIVERSITY, FULLERTON

& Students & Faculty & Staff Future Students
Enter Username and
Password.
. ’ Login ‘
Click IS
a
Step 29 1 CSUF Portal - Home S
< C | & Secure | https//my.fullerton.edu/Port
B CALIFORNIA STATE UNIVERSITY, FULLERTON Did you know that you can ¢

Click TITAN ONLINE

TITAN ONLINE TITAN DEGREE
AUDIT & PLANNER

Click BTSN

3 CSUF Poresd - Heme ®

Clack the button above 1o logn and please be patsemt whale Titan Owline lasds.

Last Revised: 11/16/2020
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Step 30

Click

E" CFS Finance System
a=s of 7M/2010

Fl CSUFPortal - Home  x

- c

@ Secure | https

CALIFORNIA STATE UNIVERSITY, FULLERTON

TitanOnline

Ganac,Lynn A
Content

Pers Lavout

Catalog/Schedule of Classes [ 5 Manager Seif Service

U]y Workpiace
My

Training Resources

IT gFomms - FAQ

I gFomm Genaral Training Guide
I gFonm Payroll Training Guids
= aFoem Eenafits Training Guide
= aForm Evalalions Cuids

"~ aForm Shating an of com Guide

[ Employee-facing registr. x

mycsuf fullerton.edu/psp/plulprd EMPLOYEE/EME

Man, Mar 1918

ize
System Messages o

y Workpiace pravides access to Electronic Forms, Workflow Processes, and Reports for
Finance, Human Resources, and Student Adminkstration

S1TFM

Employes Self Service

Human Resources

Step 31

Select

campus.

-
Click .

The California

State University

CAMPUS LOGIN

campus from the dr qin bution,

LOGIN

Step 32

CFS 9.2 Homepage is
displayed.

Click NavBar to

display Navigation Bar.

Note: Instead of going to

NavBar , Navigation

Tiles can be added to CFS
Homepage. Click here to
add navigation Tiles.

CSU The California State University

Accounts Payable

4@

v CF592

Accounts Receivable Asset Management

Billing

General Ledger Purchasing

)

CFS End User

a7

Finance Data Warehouse (PRD)

il

CFS§ 9.2 Application Documents

el

~

Last Revised: 11/16/2020
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Step 33

NavBar is displayed.

Note: cassicvome has been
phased out.

Step 34
NavBar: Navigator X

From NavBar, click navigater ,

Select E [CSU Administer Integration b

CSU Administer Integration |

MNavigator
CSU BU Derivation 3
pimlin
Step 35
NavBar: Navigator X
Click CSU Chargebacks |
E 4¢n | CSU Administer Integra... &
Navigator CSU Manage Interfaces 5
o CSU Chargebacks 5
"@\
-
13
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Step 36
NavBar: Navigator X
Click _
|Chargeback Creation F'roc:ess| E ¢ CSU Chargebacks bl
Navigator SpeedChart
:é Service Provider Setup Table
Recent Places
Chargeback Creation Process

Step 37
Chargeback Creation Process
Click Search | to find Enter any information you have and click Search. Leave fields blank for a list of all values.
an existing Run Control Find an Existing Value ] Add a New Value
ID or click Add a New
Value (go to step 38) to Run Control ID: | begins with = ||
create a new Run Control I Case Sensitive
ID.
_{}ﬁarch | Clear | Basic Search Save Search Criteria
Find an Existing Value | Add a Mew Value
Step 38

. Chargeback Creation Process
Use the following

conventions when naming

your Run Control IDs: Find an Existing Value Add a New Value

e May be up to 30
characters.

e Do not use spaces. Use || Run Control ID:lF":'S
an underscore instead of

a space.
¢ Avoid special characters. -@de |

Click __#dd Find an Existing Value | Add a New Value

IMPORTANT:

Create a separate Run
Control ID for each of the
Service Providers that
you are in charge of.

14
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Step 39

On the CSU Ch arg eback Run Control ID:  POS Report Manager Process Monitar __Run
Load page, perform the
following: - ~Business Unit: FLCMP Q
- Accept Business cos o
. *Service Provider
Unit = FLCMP
. Enter SerVICG *Accounting Date 073152010 [5)
PrOVider or CIiCk Selec‘tChargebackFilel

<L to select from
the Look Up page
- Enter Accounting
Date (use last day

of the month being B save E‘.Auul JE|Update/Display
billed)
Step 40
C5U Chargeback Load

Click
Select Chargeback File |

Run Control 1D POS

*Business Unit: FLCMP Q
*Service Provider FO3 Q
*Accounting Date 07/31/2010 [

select Chargeback File

m

Step 41
Click I Biuwse._ |
Browse... Upload | Cancel

15
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Choose file

Step 42

Laak in:
Go to Z:\gl\recharge\CFS\
Service Provider folder

(in this example = POS).

2]xl
5 POS j 0 ? - @
My Recent Daocuments
Desktop
My Documents ror.Lag

d by Computer
ag Local Disk [C)
J, DWD-RéM Drive (D7)
Compact Flagh Drive [E:)
#0/SH Drive [F)
.ﬂ,; Memary Stick Drive [G:)
2 5D Card Drive [H:)
x financialmanagementd on 'Bfaz" [|:]
x Crnz finance on 'Bfa2\financialmanagement$
% Gash on ‘BlaZ\financialmanagement$' (K]
Z# Cfs on 'Bfa2\financialmanagement$' (L)
% CMS FIN Test on 'cmsfssry (7]
x Cmz finon 'emsfzar' (2]
od
[5) recharge
) CFS

E} FOS

folder are displayed.

IMPORTANT:

Make sure to select the
correct file (see date and
time stamp)

Step 43 7
All files in the selected Look in | © PO - o

=] 2010-07-27-16-20-02-P05_20100751 _CMS, TXT
m 2010-07-27-16-20-02-P05_20100731 _CMS. TRT.Errar.Log
E] 2010-07-27-17-10-31-P05_20100731 _CM3. TXT

File: marne: I j Open I
Files of type: IAII Files [%.7) j Cancel |

Step 44

Choose file

21|

To display the file

Lock in: | ) POS

= Q2 @

properties, click )
then select =~ Details

2] 2010-07-27-16-20-02-POS_20100731_CMS. THT T:'”mbna'ls
2] 2010-07-27-16-20-02-POS_20100731_CMS. TXT Errar.Log IT'BS
[Z] 2010-07-27-17-10-31-POS_20100731_CMS. THT L,mtns

» s

Details

Last Revised: 11/16/2020
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Step 45

Select correct file (see
Step 28).

IMPORTANT:
NEVER load Error.Log
file.

Lok in: [ POS 3 N N s
Mame = | Date Modifisd I
m 2010-07-27-16-20-02-P05_20100731 _CMS. T=T FIZ7i2010 4:20 PM

|f] 2010-07-27-16-20-02-P0OS5_Z0100731_CMS. TXT.Error.Lag  7J27/2010 4:20 PM
7 N 7i27/2010 5:10 PM

Step 46

Click

Laok in: | (9 POS E Q@2 e E:
Mame = | Date Madified |
E 2010-07-27-16-20-02-PO5S_20100731_CMS.TLT 712712010 4:20 PM

0100731_CMS.THT.Errar.... 7j27/2010 4:20 PM
7j27/2010 5:10 PM

File harne: |2D‘I 0-07-27-1710-31-POS_201 DD?S‘I_EMS.TXj Open I
i i Cancel |

Filez of type: I.t‘-‘«ll Files %) j

Step 47

Click

Upload |

|Z:‘Lgl‘trecharge‘nCFS‘LF‘OS‘QU1U-UT-E?-1T-1U-31-F'DS_2EI1U Browse. . |

Eplnad | Cancel |

Step 48

Click
Fun

CSU Chargeback Load

Run Control ID:  POS Repor Manager Process Monitor Run |

B save

*Business Unit: FLCMP | Q
*Service Provider s &
*Accounting Date 07i31/2010 [

&\ Return to Search S+ Add

Select Chargeback File|  jcsumphomeifipfpd/2010-07-27-17-10-31-POS_20100731_CMS TXT

JF Update/Display

Last Revised: 11/16/2020
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Process Instance number
is displayed. A Process
Instance number is a
confirmation that the
process has been
generated and is
processing.

Click
Process Monitor _

Step 49
=lep 22 Process Scheduler Request
Click User il SORRITERI fun Control ik POS
K Sarver Nama *| Runpaee  OFTRTEOND "
Recurrence | RunTime  HI605EM Fiesatia Comrent DataiTime |
D Caecal
Step 50

Run

Feport Manager Process Monitor

Frocess Instance:6352

Step 51

A new window opens.
Select the newest Instance
listed in the Process List.

Process List Server List
View Process Request For

User ID: 50892788431 QU Type: 'lLast: 1 [pays =] Refresh |
Server ~| Name: SN Inslance:l to |

Run ~| Distribution vl

Status: Status
Process List First 1] 1 0f1 | Last

Process Distribution
=elect | Instance . | Process Type User Run Date/Time Run Status Details
Select | Instance | Seq. |Process T Name User Run Date/Time Run Status Status Details

[ 6852 PSJob CSUGL03) 50892788431 07/27/2010 6:26:05PM PDT Success Posting Details

[V Save On Refresh

™
Customize | Find | View Al | B

Step 52

click __Refresh_|

Distribution

Status Details

Run Status ‘

Last Revised: 11/16/2020
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Step 53 Process List

Click Process Name Selectlnstance Pror.:ess T :;?"c:ss
C3UGL03 )
GE5Z P3Job CSEGLDBJ !

Step 54 Process Detail
Click Process Name: CSUGLO3Y
CEUFS142 Success | Main Job Instance: 5852

& 6852 - CSUGL03J Success
2 p353-C8UGLI03 Success
B854 - CSUFS001CE Success
 pass- C3UFS5142 Success

Step 59

Click Request Created On: 07/27/2010 6:29:11PM POT Parameters Transfer
View Log/Trace Run Anytime After:  07/27/2010 6:26:05PM PDT Message Log
Began Process At 07/27/2010 6:31:12PM PDT Batch Timings

Ended Process At:  07/27/2010 6:31:24PM POT "«'iiw Log/Trace

SteQ 56 View Log/Trace
Report
ReportiD: 5194 Process Instance: 6855 Message Log

Click the PDF file.

Name: CSUFS142 Process Type: 30R Report

Run Status: Success

Chargeback - Post Combo Edit
Distribution Details

Distribution Node: FACFSPSC Expiration Date: 07i29/2010
File List
Name File Size (bytes) Datetime Created
SQR CSUFS142 6855109 1,502 07/27/2010 6:31:24.000000PM PDT
CSEFS‘MQ 6855.PDF 1448 07/27/2010 6:31:24.000000PM PDT
csh5142 6855.0ut 461 07/27/2010 6:31:24.000000PM PDT
Distribute To
Distribution |,y ¢ ik tion 1D
ID Type -
User 50892788431
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Step 57

A new window for the
report opens.

Step 58 Report ID: CSUPS142
) Operator: 50892788431
You have the option to
print the report or not. Line % Err # E/W Orig Line # Field In Error
Jot down the No Errors Found - CF & Combo Edit

Loaded Batch Number Loaded Batch Number: CHEK00000L

Step 59 —

File Edit Yiew Document Tools Window Help ]
Click | to close the = 1L @ ® [z - = B e -
report.
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Step 60

View Log/Trace

In the VI eW/LOg Trace Report ID: 5194 Process Instance: 6355 lessage Log
page, click Name: CSUFS142 Process Type:  SOR Report
R.EtIJ m Run Status: Success

Chargeback - Post Combo Edit

Distribution Details

Distribution Node: FACFSP3C Expiration Date: 07/29/2010
File List
Name File Size (bytes) Datetime Created
SQR CSUFS142 6855.1og 1,592 07/2712010 6:31:24.000000PM POT
csufs142 G855.PDF 1,448 0712712010 6:31:24.000000PM PDT
csufs142 G855.out 461 07/27/2010 §:31:24.000000PM POT

Distribute To

Distribution nj —
1D Type =

User 50892788431

Return |

SteE 61 Process Detail

Instance: 6855 Type: SOR Report

In the PrOCGSS Detal I Name: CSUFS142 Description: Chargeback - Pest Combo Edit
page’ CIle Run Status:  Success Distribution Status: Posted
T
0K Run Control ID:POS  Hold Request
: Location: Server " Queue Request

© Cancel Request

Server: PSUNX
€ Delete Request
Recurrence: © Restart Request
DaterTime
Request Created On: 07/27/2010 §:29:11PM PDT Parameters Transfer
Run Anytime After:  07/27/2010 6:26:05PM PDT Message Log
Began Process At:  07/27/2010 6:31:12PM PDT Batch Timings
Ended Process At 07/27/2010 6:31:24PM PDT View Log/Trace

K Cancel

Step 62 Process Detail

Process Name: CSUGLOY

In the Process Detail
Main Job Instance: 6852

page, click |
Return e
% 5852-C3UGLOY Success
= AR53 - CRUG 3 s
: 5854 - CSUFSOD1CE Success

6855 - FS142 Sy

Enelurn I
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DATA VALIDATION

Step 63
NavBar: Navigator O
At the top right corner of o
the screen. click C5U Administer Integra... =
0 E
. Navigator C5U PaymentWorks Integration »
Click
C5U Manage Interfaces [P [ C35U Manage Interfaces ] 5
' 1G]
Jmisidihoes C5U Chargebacks 5
Step 64
MavBar: Navigator O
Click _
CS5U Manage Interfaces F
Review Accounting Lines E
Mavigator FTP
-] Create Interface Definition
| RecentFlaces [ Review Accounting Lines ]
Review Accounting Line Ermrors
My Fawarites
Load Interface
Step 65 . .
Accounting Lines
Accounting Lines page is Enter any information you have and click Search. Leave fields blank for a list of all values.
displayed. —
Find an Existing Value
Enter CSU Batch Number
(Loaded Batch Number Business Unit: == FLCMP Q
from Step 56) then click CSU Batch Numbenl begins with =] [CHBK000001]
Search I Include History [ Correct History
Search | Clear | Basic Search Save Search Criteria
22
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Step 66
C5U Accing Lines
CSU Acctng Lines page
is displayed in display CSU Batch Number: CHBK134863
mode only.
H Q
Unit Fund Dept Account Program Project
1 FLCMP | THCNT Q 10302 Q 604090 Q Q 55190002 Q
2 FLCMP | |THCHT Q Q 101803 Q Q Q
3 FLCMP | THEFD Q 10216 Q 604090 Q Q Q
4 FLCMP | THEFD 9Q, Q 101903 Q Q Q
5 FLCMF | THEFD Q 10235 Q 804090 Q Q Q
Step 67
=1€p ol C5U Accing Lines
Click = and select
Download to Excel C 35U Batch Number:
5_Q
| e—
Personalize
Zoom T Q
I Download fo Excell T
1
Step 68
. B ps (5).xls A
Downloaded file appears ps ()X
at the bottom right of the
screen. Click to openin
Excel.
Step 69 Microsoft Excel x
The file format and extension of 'ps (S).xls’ don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want
ClICk I to open it anyway?
"|"ES Yes Help
23
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Step 70 ps (5)auls [Protected View] - Excel

Home Insert Page Layout Formulas Data Review View Developer ACROBAT QuickBooks Q@ Tell me wha

Excel file is opened in ] =] B &
Protected View. ) PROTECTED VIEW e caretul—files from the Intemet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
AL - F || unit
CIICk A B C D E F G H | J K L MM N Qa
1 | unit | Fund | Dept |Account |Program| Project |cClass|Monetary Amount| B code |AE|Acctz Date |Template
Enable Edltlﬁg 2 |FLeMP [THCNT | 10302| 504030 56190002 825| 1030200182 1|7/31/2020[TEL
3 |FLeme [THENT 101303 -825| 1030200182 1[7/31/2020[TEL
4 [rLeme [THEFD [10215] s0a030 26129 1021600004| 1[7/31/2020[TEL
5 |FLewve [THEFD 101303 -261.29] 1001600004] 1[7/31/2020[TEL
& |FLewp [THEFD [ 10235 sos0g0) 187.5| 1023500007| 1|7/31/2020[TEL
7 |FLewe | THEFD 101303 -187 5| 1023500007| 1| 7/31/2020(TEL
g |FLenp [Them [ 10213 sosng0 55180060 1560.9| 1021300010| 1|7/31/2020[TEL
o |FLemp [TNRMI 101203 -1550.9| 1021300010| 1|7/31/2020[TEL
10 |FLevP | THEFD | 20165 sosg0) 2278| 1016500002| 1| 7/31/2020|TEL
11 | FLCMP | THEFD 101203 -2278| 1016500002| 1| 7/31/2020|TEL
12 | FLCMP | THEFD 101203 2278| 1016500002| 2|7/31/2020|TEL
13 |FLeMP | THEFD | 10220 ssoogs|  sese -2278| 1016500002| 2|7/31/2020|TEL
14 |FLCMP | THEFD 101203 1550.9| 1021300010 2|7/31/2020[TEL
15 |FLCMP |THEFD | 10220 580094  sess -1550.9| 1021300010| 2|7/31/2020[TEL
16 | FLCMP | THEFD 101203 261.29| 1021600004| 2|7/31/2020|TEL
17 |[FLcMp |THEFD | 10220 580094  sesg -261.29| 1021600004| 2|7/31/2020[TEL
18 |FLCMP | THEFD 101203 187.5| 1023500007| 2{7/31/2020[TEL
19 |FLCMP |THEFD |10220] ss0094|  s8ss -187.5] 1023500007| 2|7/31/2020|TEL
20 |FLCMP | THEFD 101303 825] 1030200182] 2|7/31/2020]TEL
21 |FLeme |THEFD | 10220] seoos4|  ses -825| 1030200182 2|7/31/2020[TEL

Step 71 = T\}Y
)

Click ® to Maximize the
window. %l? E‘f’h

Sort & Find &
Filter~ Select =
Editing

Step 72 Al B

ﬁJm Fund

MP (D
MP (D

Place the cursor on the top
right corner to highlight the
entire worksheet.

W | M| il

Step 73 Ads B — D

L
Place the cursor between 1 [Unit| Fund | Dept| Account

column A and B then left MF |D o 660001
double-click to auto-fit the 32 |wPp D 101802
columns.

s
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Step 74 I ps.ls [Read-Only] - Micrasoft E
_3)' Home Insert Page Layout Formulas Data Review View
; S T Arial Unicode v - |10 AL [E= = :
o v A AT || 8~ | ||S"Wrap Text General @
Filter by Account. = = | £
Pafte of Format Fainter B I U- &- A= & Merge & Center ~ ||| § - % * ||%f 33 Fcoor:‘ndal;l:\
. Clipboard I Font I Alignment I Mumber T
Steps: =T & RB-CBEeO0H
. . =l (BN A NE e b =l el
1. ngh“ght row 1 | Al hd £ | Unit Filter (Ctri=Shift=L)
A B C D E E L] =" & | Enable filtering of the selected L
1 [ unit | Fund | Dept |Account| Program|Project|Class | Mo = i S plate
2 Home 2 |FLCMP |THEFD |11249 |660001 == Once filtering is turned on, click
- L the arrow in the column header to
: = |FLCMP |THEFD 101903 = choose ;Iilterf-:rthe column.
4 |FLCMP |THEFD (10360 |660001
: 5 |FLCMP |THEFD 101903
?‘I © |FLCMP |TADO1 |10326 |660001
- 7 |FLCMP |TADO1 101903 (@) Press F1 for more help.
Sort & 8 |FLCMP |THEFD |10323 |660001 20279 8|32301E0010 |1 T/31/2010|POS
F|ItEr - 9 |FLCMP |THEFD 101903 -8|32301E0010 (1 Ti31/2010(POS
3' 10 FLCMP |THEFD (10323 660001 20279 99.99(32301E0010 |1 TI31/2010(POS
11 |FLCMP [THEFD 101903 -99.99|32301E0010 (1 TI31/2010(POS
W= | FEilter
4. -
Step 75 Al| sortatoz
On the Account column, &l sotztoa
select only accounts that Sort by Color 3
start with “6”.
Click »
Test Fitters >
[m] (Select All)
[] 101903
NOTE: W 550004
101903 = Cash - [] BE0001

580094 = Revenue
6xxxxx = billed to other

departments
oK I Cancel
Step 76 A B | C D E E |G H i [ K L
1 Uni - | Fun|~ | De| r | Accou.7| Progrz ~ | Proje ~ | Clal ~ | Monetary Amou ~ | CB Cod|{~ |£~ |Acctg D3 ~ | Templa ~
2 FLCMP|THEFD | 11240 660001 7.12|A4001E0000 |1 7131/2010|POS
Only accounts that start 4 FLCMP |THEFD | 10360 |660001 1.88(36001E€0000 |1 7131/2010|POS
H (T3l H o
with “6” are dlsplayed. & FLCMP|TADO1 10326660001 38.28|32623E0000 |1 7131/2010|FOS
8 rLcmp|THEFD | 10323 860001 20279 8|3za01E0010 |1 7131/2010|POS
10 [FLCMP |THEFD |10323 660001 20279 99.99(32301E0010 |1 7131/2010|FOS
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Step 77 A B | C D E F G H i i K L
~ ) Monetary

4 Unit—| Fund-| Dept|Account, Program™| Project| Clase CB Code—| AE| Acclg Data| Template

1 hd - - 7| - - - Amount - | |- - -
Put a formula on 2 |FLCMP |THEFD | 11249 [660001 7.12 |A4901E0000 |1 7/31/2010|POS
Monetary Amount. 4 FLCMP |THEFD | 10260 [660001 1.88 2600120000 |1 7/21/2010|POS

& FLCMP|TADO1 |10326 (660001 38.28 |32623E0000 |1 7/21/2010|POS

8 rLcmp |THEFD | 10323 [B60001 20279 8.00 |a2301E0010 |1 7131/2010|POS
Total Monetary Amount 10 |FLCMP|THEFD |10323 [660001 20279 99.09 |32301E0010 [1 7/31/2010|POS

H 20

should tie to the total = |

chargeback transactions
for the month.

Step 78 Micrasoft Excel ‘ ﬁ
§ W
X

Click |2l to close Excel. @ - =

Is Outline

Step 79 Microsoft Dffice Excel x|

Save the file at your ! E Do you want ko save the changes you made ko 'ps.xds'?
discretion.
Yes Mo | Cancel |
SIGNING OUT
SteQ 80 €50 Accteg Lines
35U Batch Number: CHEID00001

On the CSU Acctng Lines
page’ CIICk |3 FLowp mHEFD o (11288 ©
£, Return to Search (3 e ol

| 3 FLCMP (THEFD O 10340 O

4 FLOMP | THEFD O

! & FLCUP [TAD0Y O, [10328 O (850001
6 FLCMP [TADO1 O A (101803

| 7 FLCMP THEFD O 110323 O |820001 A4 =3 20278

Step 81
#A Home | Signout
Click m to close @
the CFS Finance System. Add To «
NavBar
New Window | Help
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Step 82

Click m to logout

of the CSU Portal.

" Home

Step 83

Click |l to close the CSU
Portal page.

DELETE LOADED BATCH

Step 84

To delete a loaded file,
send an e-mail to DL-
ASFR@fullerton.edu.

This functionality is for Accounting Services Use Only:

Delete Batch

*Business Unit: FLCMP &

*CSU Batch Number: Q m

ACCOUNTING SERVICES NOTIFICATION

Step 85

After the batch has been
successfully loaded and
data has been verified,
send an e-mail to DL-
ASFR@fullerton.edu.

QUESTIONS?

E-mail: DL-ASFR@fullerton.edu

Contacts: https://adminfin.fullerton.edu/finance/asfr/ _contactus/

Website: https://adminfin.fullerton.edu/finance/asfr/services/Chargebacks.php

Last Revised: 11/16/2020

27



mailto:DL-ASFR@fullerton.edu
mailto:DL-ASFR@fullerton.edu
mailto:DL-ASFR@fullerton.edu
mailto:DL-ASFR@fullerton.edu
mailto:DL-ASFR@fullerton.edu
https://adminfin.fullerton.edu/finance/asfr/_contactus/
https://adminfin.fullerton.edu/finance/asfr/services/Chargebacks.php

