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General

* Introduction

< Year-End Close Memo & Tasks

“* Year-End Close Processes

<+ Understanding Processing Deadlines
< Preparing for Year-End Close Activities
“» Announcements
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FY 2023 Year-End Close Guidelines

https://financialservices.fullerton.edu/
https://financialservices.fullerton.edu/controller/asfr/services/MonthEndClose.php
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https://financialservices.fullerton.edu/
https://financialservices.fullerton.edu/controller/asfr/services/MonthEndClose.php
https://adminfin.fullerton.edu/

Payroll Services

ANTOINETTE ROBERTS, DIRECTOR OF PAYROLL & DATA SERVICES
CASSANDRA GRANILLO, PAYROLL SERVICES MANAGER
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I SRLARY

ayroll pan
+»» Deadline: 05/17/2024 at 5:00 pm for time P 5
period prior to 05/2024 C —

All payroll-related pay

Payroll adjustments

Payroll status changes
Special consultant pay
Stipends

Overtime/Shift Differential
IRP/Temporary reassignments
Appointments

VVVVVYVYVYYVY
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Pa I’O” Forms 1. Location of AEM link in TITAN portal:

» Payroll forms are
located in the
Adobe Experience

Manager portal o
(AEM) located via

the Titan Online s
Portal page under
‘MY FORMS”

Certain forms from
other departments 5
will be related to
ISsuing payment
from payroll.

. “My Forms” Location:

CSUF Forms

HOME | MY FORMS |MY DRAFTS MY TASKS HELP WHERE IS MY FORM REPORTS -
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Thank you!

QUESTIONS?
CONTACT: PAYROLL@FULLERTON.EDU



mailto:payroll@fullerton.edu

Receiving

ANNIE EKSHIAN, DIRECTOR, LOGISTICAL SERVICES AND
ASSET MANAGEMENT
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Recelpt of Goods

Deadline to Notify S/R: 06/28/2024, 4:00 PM

Departments are reminded that all orders are to be delivered to
Central Receiving. However, should an order be delivered directly to
your department, Receiving must be notified immediately. Send an e-mail
to Annie Ekshian at aekshian@fullerton.edu so the receipt can be

appropriately recorded in CFS.

Shipping & Receiving
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mailto:aekshian@fullerton.edu
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Thank youl!

QUESTIONS?
CONTACT: SHIPPINGANDRECEIVING@FULLERTON.EDU



mailto:shippingandreceiving@fullerton.edu

Accounting Services &
Financial Reporting (ASFR)

JUSTIN CHAN, ACCOUNTANT Il
DAWIT HAILE, ACCOUNTANT Il
WINNIE LIN, ACCOUNTANT Il




ASFR

> Year-End Close Overview

» Managing Funds

» ASFR Forms
«  Billing Requests
*  Reimbursement / Deposits to University
*  Expenditure Transfers, Non-Payroll

» Accruals
PCD Monthly Accrual Process
o PCD Year-End Accrual Process

«  Concur Travel Expenses Year-End Accrual Process (ACTUALS
entry)

«  Concur Travel Requests Year-End Accrual Process
(ENCUMBRANCE entry)

» Announcements
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FY 2023 (06/30/2024)

Campus Reporting:
FLCMP (Legal close) - modified accrual
» Year-End Reports using campus chartfields

» OBIEE Reports finalized after submitting Year-End Reports to the
Chancellor’s Office by July 15t

FLCSU (FIRMS close) - modified accrual

»Year-End Reports using Chancellor’s Office FIRMS Object Codes, CSU
Funds and NACUBO Program Codes

> Year-End Reports due to Chancellor’s Office by July 15t
»Year-End Reports due to State Controller’s Office by July 318t

FLGAP (GAAP close) - full accrual
> External Audit field work begins 2" week of September .
» Consolidated CSU Financial Statements issued around October 15"

*As of 03/13/2024, FY 2022 CSU Financial Statements not yet issued by the CO
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FY 2023 (06/30/2024)

Sum of Amount BL ~
Type - Entity - FLCMP FLGAP Grand Total
= AUX ORG-0Oth CSU  AUX ORG-0Oth C5U 72,723.28 72,723.28
= AUX-ASC AL ORG 389,114.64 79,036.22 468,150.86
=l AUX-AS] AL ORG 325,889.75 10,150.00 336,039.75
= Capital 3rd party-Cap 4,818,610.68 969,179.41  5,787,790.09
= Capital-Retention 3rd party-Cap 4,931,995.48 1,085.34  4,933,080.82
=InfOut InfOut 1,311,276.34  (1,311,276.34) 0.00
='Non-Capital 3rd party-MonCap  4,387,562.90  8,026,544.93 12,414,507.83
Grand Total 16,237,173.07 7,775,119.56 24,012,292.63

GAAP Close: ASFR received invoices for $7.775M (FLGAP) pertaining
to FY 2022 that were not included in Legal close (FLCMP); these
missed invoices are posted in OBIEE in FY 2023 instead of FY 2022

IMPORTANT: Submit all transactions for current fiscal year ASAP even
after 06/30 has passed
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GOAL = Revenues & Expenses MUST be recorded in the
correct Fiscal Year in which they occur

Matching Principle

—t— e S,

r -

\
N & Revenues & Expenses MUST
match same Fiscal vear

Note: Account 690002 (Prior Year
Expenditure Adj) should only be used for
correction of errors discovered AFTER a
fiscal year has been closed. Expenses
should never be purposely deferred to
a subsequent fiscal year in order to
record as a "prior year adjustment".
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Managing Funds

Things to Consider:

e W e B il
» Fund source :s:; ! :g:.,
» Funding restrictions (appropriate usage) =l 6 U
» Department restrictions L \_‘ - f"j;__
» Fund balance (BBA) h:] Eﬁ f

» Matching revenues earned to expenses in the same Fiscal Year

CFS FUND DESCRIPTION INFORMATION

THEFD |CSU Operating Fund Used as the primary operating fund of the CSU. Student fees are recorded in this fund.
Cannot be used by self-support auxiliart enterprise departments such as Housing, Parking
and Extended Education.
SWO001 |RMP SWAT Additional state appropriations (non-CSUPERB/COAST) processed via CPO (Cash
Posting Order); CPO is posted to 572000-5W001-90002; BTR is posted by Budget
Planning and Administration to allocate funds to the department.
THOPR  [Housing Operation Used to record all revenue generated from license fees and other housing-related services and

operating costs related to the Housing program.

TLD33  |Discretionary Fund Used to record lottery allocations and related expenditures. In accordance with Government
Code Section 8880.5(m), the activity funded must represent a bona fide educational
experience for students, or result in the development of materials to be used for students, or

lead to the development of a program or course. Fund expenditures cannot be for the
acquisition of real property, construction of facilities, financing of research or any other non-
instructional purpose.

THDO1  |Parking Rev Fund Used to record all revenues and operating costs related to the program. Includes revenue from
advertising (e.g. on campus vehicles).

TADO1  |CERF Extended Education |Used to record all revenues and operating costs related to the Continuing Education program.
All support, development and program allocations to campuses in connection with this
program, exclusive of cost recovery, must be recorded in this fund.
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Month & Year-End Close

https://financialservices.fullerton.edu/controller/asfr/services/MonthEndClose.php

» Month-End Close
 CFS Open Periods

» Month & Year-End Schedules

» US Bank Download (PCD)

DIVISION OF

CSUF Administration

and Finance

University Controller
Accounting Services and Financial Reporting

SERVICES FORMS POLICIES TAX COMPLIANCE ANMOUMNCEMENTS CONTACT LS

Month & Year-End Close

RESOURCES BELOW

FEERUARY 2024 MONTH-END CLOSE

MONTH & YEAR-END CLOSE SCHEDULES

FY 2023 (07/01/2023 TO 06/30/2024) YEAR-END CLOSE
GUIDELINES &l =
MATRIX (Summary - PDF) &l &=
MATRIX {Detail - Excel) e

PROPOSED MONTH-EMD CLOSE SCHEDULE FY 2023/2024 &l = (posted 06/26/2023)

US BANK DOWNLOAD FILE (PCD)



https://financialservices.fullerton.edu/controller/asfr/services/MonthEndClose.php

https://financialservices.fullerton.edu/controller/asfr/forms
/Default.php

University Controller
Accounting Services and Financial Reporting

SERVICES FORMS POLICIES TAX COMPLIANCE ANNOUMCEMENTS CONTACT US

-I'I\ Farm

Forms

ASFR Forms

LIST OF FOREMS5

Name

Chartfield Reguest Forme
Revised 0772023

C5U Chargebacks Template

TR
vised 09720

Description

Request a new chartfield (i.e., account, fund, department, program, class,
project) or modify, reactivate, or inactivate an existing chartfield using
AdobeSign. For more information: About Chartfield Request Forms:

Upload chargeback transactions into the PeopleSoft Financial system (CFS); for
Service Provider use only. For more information: About Chargebacks.

Process expenditure corrections (ACTUALS transactions only). For more

information: About ETRs and ETR examples &

=
1]
=
1
w
=
=
(%]
o
m
=}

Reminder: The ETR web application replaces the process of using Excel with
Revised 12/2071 macros. All ETR requests using the Excel file with macros are NO LONGER
T ACCEPTED after December 31st, 2021.

Deposit or Reimbursement
to University Account:
Revised 11/2022

Deposit funds at the Cashier's Office.

Deposit or Reimbursement
to University Account (PCD =
Revised 02/2022

Reimburse the University for dizallowed purchases (PCD transaction must be posted
to account 660898 in Concur or US Bank Access Online).

IMPORTANT: Download the latest version of the form
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https://financialservices.fullerton.edu/controller/asfr/forms/Default.php

ASFR Forms

St o e P Sarvces (73003 Duevhors AT b o | . 6093

Billing Requests

Form: Request for Invoice

Deadline: Friday, 06/28/2024 at 5:00
pm

IMPORTANT: Only ASFR can
generate invoices to external entities

https://financialservices.fullerton.edu/
controller/asfr/services/InvoiceBilling.

php

DIVISION OF
Administration

CSUF

g —

Reimbursement / Deposits
to University

Form: Deposit or
Reimbursement to University
Account

Deadline: Friday, 06/28/2024 at
12:00 pm

Reimbursement / Deposits to
University (PCD)

Form: Deposit or Reimbursement to
University Account (PCD)

Deadline: Friday, 06/28/2024 at 12:00
pm

» Use CASHNet Item Code S7050
= Defaults to account 660898
(Unauthorized PCD Purchase);
must have $0 balance at 6/30)
» Fund and Department MUST be
provided

and Finance


https://financialservices.fullerton.edu/controller/asfr/services/InvoiceBilling.php

ASFR Forms

Financial Services and Administrative Systems

ATt Expenditure Transfers, Non-Payroll
ETR > Login Expenditure Transfer Request (ETR) Web App:
ETR Login https://afapps.fullerton.edu/ETR/Login.aspx

Please enter your username and password

Deadline: Tuesday, 07/02/2024 at 5:00 pm

Username:

: > Approval workflow

Password:

"""""""" » Email notifications

» Online tracking of ETR (REQ) status

» Eliminates printing of ETR forms

» No more lost inter-office mail

» ETR Online Courses (training videos via Employee
P Sy Training Center)
st e ; =  ETR User Online Training
Reavestor st . ETR Approver Online Training

» Step by step Instructional Manuals
. ETR User Guides
. ETR Approver Guides
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https://afapps.fullerton.edu/ETR/Login.aspx

» Both May 2024 (ending 05/27/2024) and June 2024
(ending 06/25/2024) transactions will be posted in
Period 12 (June 2024)

» No accrual entry will be posted for transactions that
PCD Year-End occurred between 06/26/2024 and 06/30/2024 for all
Accrual
Process

Concur users; this will be accrued in GAAP close
(Business Unit FLGAP)

» Concur Expense Reports that are not yet posted in
OBIEE (Status <> Approved) will be accrued with a
date of 06/30/2024; reversal entry will be posted on
08/01/2024

% Actual chartfields (account, fund, department,
program, class & project) will be used, if provided

“ If chartfields are not provided (Status =
Unassigned or Not Submitted), ASFR will do their
best to identify the appropriate chartfield using
the merchant name

+» Source Code = OBL
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PCD Monthly
Accrual
Process

Account 660997 (Concur Not
Approved Trans) used to record
PCD Expense Reports that are
not in Approved Status in Concur

For August 2023 to May 2024
billing cycles

Source Code = OBL

NOTE: 660997 = $0.00 balance at 06/30/2024

A ed
Mot ST 4 ?::I::'-ﬁ
Unassigned & Pendin
'8 Submitted A Il or CEP
PRICva Rewigvw
L

Accrual entry (ex. 08/01) is
reversed the following month b

(09/01)

Accrual entry will continue until
Concur Expense Report is in
APPROVED status

¥  APPROVED O OBIEE

DIVISION OF
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PCD Monthly Accrua

Process

DeptiD| Fund | Account| JournallDl |Journal Date Ln Descr Reference Reference 1 Fizcal |Period| Actuals
Year
10005 THEFD 660997 0002010842 2M/2022 AMELIALE 0718 CSULE PARKING  UMASSIGMED 2022 2 1500
10005 THEFD 660997 0002010842 9M/2022 AMELIA LE 07118 CSULB PARKING  UNASSIGHNED 2022 3 (15.00])
10005 THEFD 660997 '0002023982 92022 AMELIA LE 0718 CSULB PARKING MNOT SUBM 2022 3 1500
10005 THEFD 660997 0002023982 1012022 AMELIA LE 0718 CSULEB PARKING MNOT SUBM 2022 4 (15.00]
10005 THEFD G60997 0002037487 10142022 AMELIA LE 0718 CSULB PARKING SUBMPHDAPP 2022 4 1500
10005 THEFD 660997 V002037487 11112022 AMELIA LE 0718 CSULB PARKING  SUBMPMDAPP 2022 5 (15.00)
10005 THEFD G60997 0002059058 11112022 AMELIA LE 0718 CSULB PARKING  APPRINREWVWW 2022 5 15.00
10005 THEFD 660997 0002059058 12102022 AMELIALE 0718 CSULB PARKING APPRINREVWV 2022 6 (15.00]
10005 THEFD 660997 0002064481 12102022 AMELIA LE 0718 CSULB PARKING  APPRINREVW 2022 6 1500
10005 THEFD 660997 0002064481 11012023 AMELIA LE 0718 CSULB PARKING  APPRINREEVW 2022 7 (15.00])
10005 THEFD G60997 0002076529 112023 AMELIA LE 0718 CSULB PARKING SEMT BACK 2022 71500
10005 THEFD 660997 D002076529 2M/2023 AMELIA LE 0718 CSULB PARKING  SENT BACK 2022 8 (15.00)
10005 THEFD 660997 '0002094355 2112023 AMELIA LE 0718 CSULB PARKING [SUBMPHDAPP 2022 8 1500

DIVISION OF

CSUF
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Journal 1D |Journal Date

0002010842  8/1/2022 .
looz010842 _ arirz022| FOr 660997, ignore the
0002023952 O/1/2022 .
roozozage2  1oreoze| Journal Entries that
0002037457 10/1/2022
rooz0a7487 1112022 have 2 dates (these
0002059058 11/1/2022
foooz0s0058 12112022 @M€ @ccruals and
0002064481  12/1/2022
roo2osasz1 12023 FEVErsals that net to
0002076528  1M/2023
002076520 2112023 zero)

0002004355 21112023| | Jse this one




PCD Monthly Accrual Process

DeptID‘ Fund ‘Account Journal ID  |Journal Date Ln Descr ‘ Reference Reference 1 ‘Fisc:al Period| Actuals
Year
10005 THEFD BB0997 0002010842 8Mi2022 AMELIALE 0718 CSULB PARKING UMNASSIGMED 2022 2 1500
10005 THEFD 660997 0002010842 91/2022 AMELIALE 0718 CSULB PARKING  UMNASSIGMNED 2022 3 (15.00)
10005 THEFD 660997 0002023982 9/1/2022 AMELIA LE 07118 CSULB PARKING MNOT SUBM 2022 3 15.00
10005 THEFD 660997 0002023982 100172022 AMELIALE 0718 CSULB PARKING NOT SUBM 2022 4 (15.00)
10005 THEFD BB0997 0002037487 10142022 AMELIA LE 0718 CSULE PARKING SUBMPMDAFPP 2022 4 1500
10005 THEFD 60997 0002037487 11142022 AMELIA LE 0718 CSULB PARKING SUBMPMDAFPP 2022 5 (15.00)
10005 THEFD 660997 0002059058 11172022 AMELIA LE 0718 CSULB PARKING APPRINREWVW 2022 5 15.00
10005 THEFD 660997 0002059058 12012022 AMELIALE 0718 CSULB PARKING APPRINREWVW 2022 6 (15.00)
10005 THEFD 660997 0002064481 12112022 AMELIA LE 0718 CSULB PARKING APPRINREWVW 2022 6 15.00
10005 THEFD 660997 0002064481 1112023 AMELIALE 0718 CSULB PARKING APPRINREVW 2022 7 (15.00)
10005 THEFD 660997 0002076529 112023 AMELIA LE 0718 CEULB PARKING SENT BACK 2022 7 15.00
10005 THEFD B60997 D002076529 2MI2023 AMELIA LE 0718 CSULB PARKING  SEMNT BACK 2022 8 (15.00)
10005 THEFD 660997 0002094355 22023 AMELIALE 0718 CSULB PARKING SUBMPNDAPP 2022 8 15.00
10005 THEFD 660997 V002094355 32023 AMELIA LE 07118 CEULB PARKING SUBMPMDAPP 2022 9 (15.00)
TOTAL FOR 660997 0.00
CONCUR EXPENSE REPORT IS FINALLY IN "APPROVED" STATUS
10005 THEFD 606001 PCD20564354 41/2023 AMELIA LEWIS Exp 1D: 50940 CSULB PARKIMG; Blanket 2022 10 15.00
Travel July22; Parking,
071442022
TOTAL FOR 606001  15.00
Period Total

2 15.00

3 0.00

4 0.00

5 0.00

G 0.00

7 0.00

8 0.00

g (15.00)

660997 TDTAL| 0.00

10 15.00

606001 TDTAL| 15.00
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» Concur Travel Expense Reports that are not yet
posted in OBIEE (Status <> Approved) will be
accrued with a date of 06/30/2024; reversal entry
will be posted on 07/01/2024

Concur Travel
Expenses Year-

End Accrual < Actual chartfields (account, fund, department,
program, class & project) will be used, if
Process P rovided
(ACTUALS .
entry) @ @:=
@ -
b

“+ If chartfields are not provided (Status =
Unassigned or Not Submitted), ASFR will do
their best to identify the appropriate travel
chartfield using the report name or comments

*» Source Code = OBL
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Concur Travel Requests Year-End Accrual
Process (ENCUMBRANCE entry)

SAP Concur Requesis ense Approvals Reporting v App Center

Approvals Home Requests Reports

Home > Approvals > Requests

Requests

Limit results to

Requests Pending your Approval v

Requests Pending your Approval

Commentt, Namef| 1D 1), Employee 1| Start Date |=  Limit Approval Date 1| Total 1)

MAY 2024 Anaheim, CA ID: 4J¥YR Lewis, Amelia 05/08/2024 $266.39

» Concur Travel Requests that are not yet approved in Concur will
be accrued with a date of 06/30/2024; reversal entry will be
posted on 07/01/2024

» Source Code = OBL
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Sample Accrual Entries for Concur Travel
Expenses and Concur Travel Requests

Concur Travel Expense Accrual

Actuals Detail Report
Business Unit = FLCMP , Fiscal Year = 2022 , Period = Period 12 to Period 12
Total Number of Records Retrieved = 7
Dept ID v Fund ¥ Account ¥ Acct Descr ¥ Program ¥ Class ¥ Project v

DeptID| Fund | Account Acct Descr Doc Src| Journal ID Journal Date Ln Descr Reference |Fiscal Year |Period | Actuals
10005 |THEFD | 606001 |Travel-In State |OBL | 2173685 6/30/2023|FEB23 San Diego CA |ALEWIS 2022 12|240.94
10005 |THEFD | 606001 |Travel-In State |OBL | 2173685 6/30/2023|FEB23 San Diego CA |ALEWIS 2022 12|240.94
10005 |THEFD | 606001 |Travel-In State |OBL | 2173685 6/30/2023|FEB23 San Diego CA |ALEWIS 2022 12| 73.79
10005 |THEFD | 606001 |Travel-In State |OBL | 2173685 6/30/2023|FEB23 San Diego CA |ALEWIS 2022 12| 73.79
10005|THEFD | 606001 | Travel-In State |OBL | 2173685 6,/30/2023|FEB23 San Diego CA |ALEWIS 2022 12| 7.00
10005|THEFD | 606001 | Travel-In State |OBL | 2173685 6,/30/2023|FEB23 San Diego CA |ALEWIS 2022 12| 40.00
10005|THEFD | 606001 |Travel-In State |OBL | 2173685 6/30/2023|FEB23 San Diego CA |ALEWIS 2022 12 12.39

688.85

Concur Travel Request Accrual

Encumbrance Detail Report

Business Unit = FLCMP , Fiscal Year = 2022 , Period = 12
Total Number of Records Retrieved = 4

Dept ID v Fund w Account w Acct Descr w Program v Class w Project v
PO Voucher| Document Beginning Current Ending
DeptID | Fund | Account Acct Descr Doc Src PO ID Ln PO Ln Descr 1D Date Encumbrance | Encumbrance | Encumbrance

10005|THEFD | 606001 |Travel-In State | MIE 2168397 REQ: June 2023 Los Angeles CA - 6/30/2023 0.00 48.47 48.47

1
10005|THEFD | 606001 |Travel-In State | MIE 2168397| 2|REQ: MAR 2023 San Diego CA - 6/30/2023 0.00 1,390.14 1,390.14
10005|THEFD | 606001|Travel-In State |MJE 2168397 3|REQ: AUG 2022 Laguna Beach CA |- 6/30/2023 0.00 156.50 156.50
10005|THEFD | 606001 |Travel-In State |MJE 2168397 4|REQ: MAY 2022 San Diego CA - 6/30/2023 0.00 660.71 660.71

0.00 2,255.82 2,255.82
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Announcements

Accounting Learning Opportunities — Ask

ASFR

https://financialservices.fullerton.edu/controlle

Accounting Updates Email
Subscription

https://financialservices.fullerton.ed

r/asfr/services/Workshops.php

Do you have an accounting or
financial reporting question?

Ask ASFR

Join us via Zoom

Click the link below to join via Zoom:

e February 20, 2024
e May 21,2024

+ November 19, 2024

DIVISION OF
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e March 20, 2024 (WED)=
o June 18, 2024

¢ December 17, 2024

o April 16, 2024

¢ October 15,2024

u/controller/asfr/

FORMS POLICIES



https://financialservices.fullerton.edu/controller/asfr/services/Workshops.php
https://financialservices.fullerton.edu/controller/asfr/

Thank you!

Questions?

Contact: asfr@fullerton.edu

Lynn Ganac Jane Zacchia
Justin Chan Dawit Haile

Betty Neri Tony Lee

Winnie Lin Estrella Mangahas

Sarah Le Nguyen (new)
Nathan Le (new)

DIVISION OF
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mailto:asfr@fullerton.edu

Contracts &
Procurement

ALEX ROSALES, DIRECTOR
NIKKI-ALGARIN-CHAVARRIA, E-BUSINESS MANAGER




Contracts and Procurement

< Purchase Requisitions

<» Change Orders

“» Staples

+»» Procurement Card

CSUF Administration

and Finance



Purchase Requisitions for FY 2023

(Current FY)

Friday, April 5, 2024: FY 2023 purchase requisitions $100,000 and

above (which require formal bidding)

Friday, May 10, 2024: FY 2023 purchase requisitions less than

$100,000 and all change orders

Reminder:

All attached quotes must be
less than 30 days old.

DIVISION OF

CSUF Administration

and Finance

ﬂ CALIFOENIA STATE UNIVERSITT
cEU

Emall: pubConstrucsonganoo. com

Purchase Order

Eubdotal




Purchase Requisitions for FY 2024
(New FY)

Monday, May 13, 2024: New FY Reguisiton
purchase requisitions can be R —— sy
entered into CFS Aimensme 0 e
New Year Purchase Requisitions: |~ == = e
- Will remain on hold until all T ESR=T S
current year (FY 2023) s e
requisitions are processed e i
» Entries before this date will be | ===
canceled by Contracts &
Procurement

DIVISION OF
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Change Orders

Friday, May 10, 2024: All Change Order requests for funding increases
must be submitted using the CES Requisition process.

Change Order Process:
https://financialservices.fullerton.edu/cp/documents/policies/Update%20
t0%20the%20CSUF%20Change%200rder%20Process.pdf

DIVISION OF

CSUF Administration
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https://financialservices.fullerton.edu/cp/documents/policies/Update%20to%20the%20CSUF%20Change%20Order%20Process.pdf

Purchase Requisition
Fiscal Year Transition

May 2024

FY 2023 (Current) FY 2024 (New Year)
From now through May 10, 2024 From May 13, 2024, going forward

[
0 4

CSUF Administration

and Finance



Purchase Order (PO) Reminders

* End users should review all open PO balances to identify what POs
should be closed/liquidated.

« Commodity POs that have been fully received yet have a balance
after the final invoice should be scheduled to be closed.

» Service POs of which all services have been rendered and deemed
acceptable yet have a balance after the final invoice should be
scheduled to be closed.

* End users are encouraged to
contact C&P via Contracts &
Procurement Inquiry Form (C&P ,
Inquiry Form) to schedule a i
specific PO closure.

DIVISION OF

CSUF Administration
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https://app.smartsheet.com/b/form/af91b1177f7f472e9e05ec9e544f68b0

Purchase Order (PO) Reminders

Note: Please include the following

information on the inquiry form

comment section “PO Closure

Request”.

* Purchase Order Number.

« Vendor/Service Provider Name.

* Remaining Balance requiring
closure/liquidation.

DON'T
FORGET!

If there are additional questions or
clarifications, please contact C&P
via Contracts & Procurement Inquiry
Form.

(C&P Inquiry Form)

DIVISION OF
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https://app.smartsheet.com/b/form/af91b1177f7f472e9e05ec9e544f68b0

Staples

Thursday, June 20, 2024: All
goods must be shipped to post in
the current FY by this date.

Goods that are shipped on or after
Friday, June 21, 2024, will be
expensed to the new FY.

DIVISION OF
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Procurement Card (P-Card)

Friday, June 21, 2024, at 5:00 pm: Last day to purchase with P-Card
to post in the current FY

Thursday, June 27, at 5:00 pm: All expense reports for Goods &
Services must be in Approved and In Travel or C&P Review status

for State P-Card

CONCUR

DIVISION OF

CSUF | zapinsason




P-Card Reminder

* The Business Purpose field is to be used for notes or comments that
you want loaded into OBIEE.

 The Comment field is to be used for the five Ws (who, what, when,
where, and why — please, no abbreviations.)

Requests Travel Expense Approvals Reporting ~ App Center

iew Transactions

New Expense

Expense Type Transaction Date Business Purpose

I Services W I 03/08r2018 = This will show up in OBIEE
Amount Comment

I 100.00 usD | w Thig will NOT show up in OBIEE

DIVISION OF
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Preparing for Year-End Close Activities

< Submit Purchase Requisitions and Change Orders.

+» Reconcile P-Card in Concur.

DIVISION OF
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Resources

C&P Website: https://financialservices.fullerton.edu/cp/

Concur P-Card Expense Type Definition:

https://csuf-afit.screenstepslive.com/m/75002/1/1184595-p-card-expense-
types-definition

P-Card Expense Types Definition Concur Administrative
Systems AFIT.pdf (fullerton.edu)

P-Card Expense Types Definition

The list below provides a summary of the different expense types that belong to the P-Card Goods and
Services Expense Report and when they are used.

> Services

» Goods

» D11 with Services

» D11 without Services

» IT Software and Services
» IT Goods

» Membership

» Accounts Payable

» Fraud

» Disallowed

» Uncleared Collection and Liability

DIVISION OF
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https://adminfin.fullerton.edu/cp/
https://csuf-afit.screenstepslive.com/m/75002/l/1184595-p-card-expense-types-definition
https://financialservices.fullerton.edu/documents/P-Card%20Expense%20Types%20Definition%20_%20Concur%20_%20Administrative%20Systems_AFIT.pdf

DIVISION OF
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Thank youl!

QUESTIONS?
C&P CONTACT: DL-C_AND P@FULLERTON.EDU
EBUSINESS CONTACT: EBUSINESS@FULLERTON.EDU



mailto:DL-C_and_P@fullerton.edu
mailto:ebusiness@fullerton.edu

Accounts Payable and
Travel

ALBERTO CONTRERAS, DIRECTOR
KATHLEEN CARIAGA, AP LEAD
ZARITA MOORE, TRAVEL LEAD




Accounts Payable and Travel or

~

%+ Petty Cash

<+ Direct Expense

+» Invoices

“* Travel Request

<+ Travel Expense Claims

CSUF Administration

and Finance



AP & Travel
Forms

CSUF

DIVISION OF

Administration
and Finance

https://financialservices.fullerton.edu/controller
/ap travel/forms/

Financial Services and Administrative Systerns

Accounts Payable and Travel

SERVICES FORMS  POLICIES  COMCURE  CONTACT LS

Forms

USE INTERMET EXPLORER TD DFEN FORMEE.

AT Lara = 30 o0en 1hg Trgegd ToTmE

. I dafaott POF viawer on The MAC ks Zafar, change the seifing to make the dafaull Wawsr as Adobe Arrobat Reader
I Zawe the FOF fla to the desidop

3. On tha deskiop, prass and hold he CTRL key ard| select the FOF fk:

4. Choose "Opsn W™ and select Adobe Reader

5 Onoa selected (Adota Resdar will promr The weer ho maks Adobs Reader asthe defaul applicetion for FOF) soksz

*Flaass 00 Not LSk any werplan of Informied Filler s the program ke na longer supported

LIST OF FORMS

Submit Document
Ta

Travel Operations

University Police

Travelers
Supervisor

Travel Operations

o

Accounts Payable

Cerification for Reimbursement of Moving/Relocation Expenses & Trave| Operations
Check Request Accounts Payable
Delegation of Authority & Accounts Payable



https://financialservices.fullerton.edu/controller/ap_travel/forms/

https://financialservices.Fullerton.edu/finance/
ap travel/services/payments/ESubmit.php

Invoice and check request submission
updated. Invoices and check requests are
now routed directly to analysts for processing.
Please access E-Submission page for more
information.

E-Submission:
INnvolices,
Check Effective March 1, 2023, invoices, Check

Request

Request forms and inquiries sent to DL-AP
(ap@fullerton.edu) will not be processed.

Forms and

| A VENDOR LINKS FOR INVOICES VENDOR LINKS FOR CHECK VENDOR LINKS FOR INQUIRIES
n q u I rl eS . REQUESTS .
+ FedEx Invoices +« Commuter Rewards Inquiry
¢ Public Works Invoice: Faculty/Staff/Stleent (LISE last e FedEx |nqu1
(construction or repair work name) Membershio Inaui
+« Membership Inquiry=
done under contract) Commuter Rewards Check . .
» Utilities Invoice= Requests « Public Works Inquiry=
. (construction or repair work
« Xerox Invoices Membership Check Request: done under contract)

« Individual (use last name) Vendor (use vendor name) « Utilities Inquirys=

« Vendor Letters A - E Check

« Vendor Letters A - E Invoices « Xerox Inquiry=

Request=
« Vendor Letters F - J Invoice: ¢ Individual (use last name)
« Vendor Letters F - J Check
+ Vendor Letters K - S Invoices Request= « Vendor Letters A - E Inguirye
» Vendor Letters T - Z Invoices = Vendor Letters K - S Check » Vendor Letters F - J Inquiry=
Request=

« Vendor Letters K - S Inquirye

« Vendor Letters T - Z Check
DIVISION OF Requests « Vendor Letters T - Z Inquiryz

CSUF Administration

and Finance



https://financialservices.fullerton.edu/finance/ap_travel/services/payments/ESubmit.php
mailto:ap@fullerton.edu

Cashier’s Office By Appointment Only

@_‘-'—'—}Jw_\. Petty Cash Dlsgungsmentvwmer e

[ e 1|w- =
Petty Cash e — .
AP Deadline:
06/26/2024 (DD O T ‘WLMWW
at 05:00 pm == P

?m4mw:m xm;?-mw'mv,m",. 'w-[ - e ——
Cashier’s Office Deadline: R } [ [ | i |
06/28/2024 =

at 12:00 pm

Reminder:

Petty Cash Disbursement Voucher MUST be
approved by AP prior to submitting to Cashier’s
Office. Contact Cashier’s Office for an
appointment at cashiers@fullerton.edu.

CSUF Administration

and Finance



mailto:cashiers@fullerton.edu

Direct
Expense

Deadline:

05/24/2024
at 05:00 pm

DIVISION OF

CSUF Administration

and Finance

Online Form for Data Entry:

Accounts Payable Check Request Form

SECTION 1 - PAYEE INFORMATION

* Payments payable to Faculty/Staff/Student Vendor

Vendor Number: *Vendor Name; CWID:
* Address:

* City: * State: * Zip:
* Category

Select a Category

SECTION 2 - CHECK HANDLING INSTRUCTIONS

Invoice Number: nvoice Date: * Invoice Amount:

Check Request Form (PDF):

Reminders:

v" Invoice

v' Membership
Justification form

v' Receipts and/or
supporting
documentation

v" Submit through
Electronic
Submission

https://financialservic

BEEOUNTE PAYABLE EHECH REGUEET FORM

ﬁ? CALIFORNIA STATE UNIVERSITY
“FULLERT()N FEFER TO RTINS 10 CONFLETE ] & 201177

g

ssssssss
11 Line the i 0 view spprcved catagasen.

Click on link % view approved categories.
hemnance fulerton, ety ControileniACTounts Fayabie G enersinforration AP Checkeque sfrocess asp
2} Papment wil gnly be ssued on ar e ¥ regared | Al regus o ke
, oo form, spsprists
3} Une one L . Satvom we thaform
| Pacs [ s i
| IFomzrmatie sere tor
e Colage uger,
by T F sy
| Al chack racussts witrmied Bar i it wparimast. o questions e
zorbaast apeld e a2
SECTION 1 - BAYEE NFORNATH o8

W
Tax D
M k) I I Y | I T Y |

)
Ao 7515 Irvine Center Drive

o Irvine Bsis  a i [}

Custyng s inchude
casgsy FINGER PRINTING CHARGE

Wb GRIT lcies D 021712021 reeacn At 4.00

Accurs Dackgrouns, . ADF D152 Symer s Siac for ASSEal Yaar Fass for pams If sncems o Fious mcsmiec Crac parod covars Hoverbar - Decamtes 200

es.fullerton.edu/contr
oller/ap travel/servic
es/payments/ESubmi

t.php

v Provide your
vendor with the
link to our Payee
Vendor Data
record form ahead
of time.

Payee/Vendor Data

Record Form



https://financialservices.fullerton.edu/controller/ap_travel/services/payments/ESubmit.php
https://fullerton.na1.echosign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCy5BnwTD4wM4kJILDpeU0yYe0VeuP0Bz-tYh3AqVml0PNovPA3LLdQH6VXZu8YLuM*

Invoice (final payment) Sample:

Tips:
AEME : v" Purchase order is

noted on the invoice.

. - . v Make sure invoice is
Invoices signed by an

H NAL authorized approver

for your Department.

v" For Individual
Contractor, make
sure the invoice
Includes both
sighatures Payee

Deadline:

05/24/2024

at 05:00 pm

Reminder: and Department

If the invoice is a final authorized approver.

payment, indicate as :

such to finalize the v' Submit through

purchase order Electr(_)nl_c
Submission.

https://financialservices.

fullerton.edu/controller/
ap travel/services/pay
CSUF DIVISION oF ments/ESubmit.php

Administration
and Finance



https://financialservices.fullerton.edu/controller/ap_travel/services/payments/ESubmit.php

Paper Travel
Request Form

Deadline:

Friday, 05/31/2024
at 5:00 pm

Important Dates:

04/26/2024: A list of open
travel requests will be
provided to the Division
Financial Manager for
review & follow-up.

05/31/2024 : Submit
approved travel requests
for Student Business
Travel (for 06/01/2024 —
06/30/2024) with the
appropriate documentation
to Travel Operations for
review.

July 2024: Travel
Operations will start
assigning Travel Request
numbers (TR24) for FY
2024 Travel.

DIVISION OF

CSUF Administration

and Finance

T Clear | [ Prnt

CALIFORMIA STATE UNIWERSITY, FULLERTON

BUSINESS TRAVEL AND PREPAYMENT REQUEST DOCUMENT HUMEER

Instructions: httpeYadminfin full erton adufinance/ap _trave lisenv ces/trawval’ FRE(EION, CHECKHERE [ ]

TRAVELER'S |NFORMATION
Facuky /Staf |:| Rmmtmm{hhmml:l Student Employsea (ren-job ratated) |:| Studant |:|
Trawalar's Mama ONID
Titke Prepared by
Departrnant Nama Phore Numbar
Departmant 10 E-mail

BUSINESS TRIP DETAILS AND PREPAYMENT REQILIEST

Universtty Bushess Purpesa of Trip

Trip Distiration [dty/strte or diyfosuntnyg

ThatSUl Calfuraia s, ot Sactian 11 188, from 1pproving Hha s o=skabs fand for vl to corininstates . Pl chlcthe C for i Strta Atbom s nards wbatis, Soris
of Calformia Da par trmnt of Jurtics for & orrent Bk of ofis ded P tokha docum ot ttied "Upd me o C5UT vl ban s sdClard) o on on kg proprists Uss of Furd s
Eriurthardetale

Trip Dakesidepartura dabed [ratumi dabsd Yes Mo
& any portion ofthis traval parsonal? Parsonal comiined with international business travel may bs subje ct ot Emal Tax Offtcs at cxuftss officssdulaton sduy [l &
List dateis) and location of personal travel

A Inter mtio rad trip scouT g Bt Aug uEtae, e —

[ P rekhase wTarging the bip [] Lata than 354 ftckad d sl aparkonpaisral aciviisn

[7] Towest pusaz cemrmras, s, Bfor

Have:
¥Fna, campisis Fosl gn Travel L Fem. Linkl

Frountry icsned high haoe, ravel il be Chareslar's ORcs spprovel. ™
Chack approp date bok. e,
Trerval Prapaymant for Registration Fea [Liniv
FayablaTo:

Romerrit]  Fund(®  DwptE) Proges

Starta Funds: '-l
Starta Furds: .I
SxwPords: ] 000000 0
Starta Fumds: .-I
IRA Funds (A5
C5FPF Funds: Amount
(CSUF ASC Project & [ *Sporecrsd Programe [ **Otharidksoiba) Amount
* Fusing both State and ASC Sporsoned Frogram funds, indude explanation for weof state funds n Business Furpose of Trp. Total Amourit Reguasted
== Othar Authorized Amount Not To Bicesd (optioral)

TRAVELER'S SIGNATURE
IHEREEY CEITIEY ha carchutoticil bul Univaral iy, FuBarton and sgess 42 wabsmit oy Trasvel Espanas Clafrm s 60 cluys Fror th: et m dats.
IHEREEY CERTIY THAT, INCRN MG AV BHICLE FOR OFFICAL STATE BLEMESE, P 3 g P

i Ciows ok apply 1o Shucienis or Shudeni Emplcymss - Hon-Job ra ]

"Wl o el ey scoresed $375 puar riggh, sachacing s, For inwsl n-risks, sri-of-tbris inchaling Al Hessl| and LS poosanicn ! jeifecive Moversber 1, 2015 T ve (Mo
¥ yua, dmicrite tha busras prpoa 1 sty Shin partsin e Fa 1k 8 1 shova 5175, WVDRIgss 1igrsturs balos sl ] 185 &I Pr-Sprenan 10 Boomad e ra
TRAVELER'S SISNATURE DATE

APPROVAL SIGNATURES
| HEREE'Y CEATIFY || havvm appr vel Inwmen of §37% par ‘i f1a C3UF Trrval Frd o | this el (s recenary for conccting builremian
Py ket i Loty Daparkranss | iry I n
mﬂmﬂ%mmﬂﬁtmmm mnzb-nﬁ-um::’ddmgw progran. = = -
ADMIN UNIT/ DEPT CHAIR DAETE AWPYDEAN DAETE
WICE PRESICENT/DESIGHEE DATE
PREEICCH T APPECADAL - 1 ECU G FOR ALL W TERHAT IOMAL TRAVEL [IMCLUDMG UL, POS SE55 ) M) AND! DO TICHS TO'THE £5U TRAWEL RESTEC TIOHS
CSUF PRESIDENT/DESIGHEE DATE
TRy OFITE PV AL TP A (T LY
Verdar Vouchar Chack# Chack Datw Chack Arscurk

Suani Ebrmn o Tl Oparstion | CP-300 || Cusstiars? Iraeryle rion sck) | Pev. Date 103015




Travel
Expense
Claims

Deadline:

Travel Expense Claims
05/24/2024 at 5:00 pm.

Reminder:

For travel completed after
06/30/2024.

Continue to submit so
that expenses can be
obligated in CFS.

DIVISION OF

Administration
and Finance

CSUF

Travel Expense Claim  pocuments
A /

Clear

Print

IFREVIION, CHECKHERE [
Page[ ] of

CWAD or Vendor Data Record Form)

imant’s First Name Caimant’s Last Name:

Department

Residence Address Preparer’s Name: Preparer's Email Address

I | [ ]

ay [stte [zpCode | C5U Compusame

I el [E0Fdeton ]

Tzl ppropTin e o ity [ State [7ip Code

] facsves s chonges [fnams s chnge | o0 stare Callegeiva |Feran | psst-sse |
Tiorthfiear 0] ] 1 Gaimants Vesh i} & Temporaton e

=] Loction L o Busiess | 1o
@ |6 Where Experses Lodgng | Bt | lurch | Dimver |Incicentas| Gl | opa | Py | Friste Ve U] Expene | fr
Doy | Time Were Incurred . 0| Miks  Amcunt =

TS

Account(6) | Fund (51 Dape I o4, ject (8] ear
iy Funds Haroum | Accounts PayablarTravalUsa | Amount
SUF ASC A
CFPF e
ASURA Account

TOTAL REIMEURSEMENT

T p o CSUF Emporss Dt opct o s, compcs o o

mmmmmm

=3
mmmmmm s g 753200 07 prtl
TATE
1 [ DATE
|
Submt form to Travel Operatians (CP-300) | Questions ! reipfulerion.edu  Rev. 0172020

» Forms submitted by the
deadline may receive
reimbursement on the
last check run of
06/07/2024.

» Submit within 5 days
upon completion of trip.

For travel completed
between June 1 and
June 30, 2024

» Reimbursement after
1st check run in FY
2024.

ol

J— ".E"Q‘
out B¢
: N



Concur
Expense
Reports

Deadline:

06/30/2024 at 5:00 pm

Reminder:
After June 30, 2024

Continue to submit Concur
expense reports with
receipts/supporting
documentation for State
Travel within five (5)
business days upon
completion of trip so
expense reports with a
status of “Approved and in
Travel or C&P Review” can
be obligated in CFS.

DIVISION OF

CSUF Administration

and Finance

SAP Concur [C] = Requests

Travel Expense Approvals Reporting ~

App Center

Approvals Home Requests Reports

Approvals
00 02

Trips Requests

\ 4

01

Expense
Reports

< Must have status of “Approved and in Travel
or C&P Review” for travel completed by

June 30, 2024.

TR L' W
E’%%Ekﬁ‘ﬁh




Concur Travel Requests

Reminder: After the traveler’s final expense report has been approved and
processed by Travel Operations, the Travel Request should be closed.

sl 'l Closenactivale Request

1. Go to Requests then 2. Click on Request Name
View All Requests (Status must be Approved)
Al Riegu l J
=
If you have questions or need assistance, email
concuri@gfullerton.edu.

DIVISION OF

CSUF | zapinsason



Concur Information

< If users need technical support with Concur, please contact Concur
Support for assistance.

Phone: (866) 793-4040

Email: concur@fullerton.edu

*» Concur Resources page provides additional assistance, such as
training, step-by-step guides and Open Lab sessions (a half hour 1:1
appointment with a member of the Concur Support Team for
assistance with travel requests and/or expense reports in real time).

https://adminfin.fullerton.edu/travel/resources/

< Users can check the approval process status of their travel
request/expense report with this guide:

https://csuf-afit.screenstepslive.com/m/75002/1/1305984-approval-
status-check

DIVISION OF

CSUF Administration
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mailto:concur@fullerton.edu
https://adminfin.fullerton.edu/travel/resources/
https://csuf-afit.screenstepslive.com/m/75002/l/1305984-approval-status-check

Announcements

Accounts Payable Updates Email Subscription

https://financialservices.fullerton.edu/controller/ap travel/

Accounts P:

STVCEE DI

Have you moved? Send 3
must be updated on bath

PAYMENTS TRAVEL

sements are sent o the right place. Note: Addresses

"> ENROLL IN DIRECT DEPOSIT! »»

For non-payroll reimbursements

‘ @ SUBSCRIBETO UPDATES ~ »»

RECEIVE IMPORTANT AP/TRAVEL INFORMATION

FORMS POLICIES

DIVISION OF

CSUF Administration

and Finance



https://financialservices.fullerton.edu/controller/ap_travel/

Resources

https://financialservices.fullerton.edu/controller/ap travel/

DIVISION OF
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https://financialservices.fullerton.edu/controller/ap_travel/

DIVISION OF
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Thank youl!

QUESTIONS?
CONTACT: AP@FULLERTON.EDU: TRAVEL@FULLERTON.EDU



mailto:ap@fullerton.edu
mailto:travel@fullerton.edu
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Instructionally Related
Activities (IRA)




IRA Resources

ASI IRA Website:
https://asi.fullerton.edu/instructionally-related-activities/

CSUF Financial Services IRA Website:
https://financialservices.fullerton.edu/ira/

Financial Services | Administration and Finance

Contact: e e
I RAfu N d | ] q @fu | |e r'[O n. ed u CHARTFIELD INFORMATION

Fund: TA002 Instructionally Related Activides (IRA)

Mandatory CFS Chartfield String: Account + Fund (TA002) + Department + Program
NOTE: Class code is no longer required

Authority:
Education Code 89230
Education Code 89700
Education Code 89721(h}
Executive Order 1000 - Section I11A

Fund Specifics: Mandatory Category II Fees

EC § 89230 states, “Instructionally related activities mean those activities and laboratory experiences that are at least partially sponsored by an
academic discipline or department and that are, in the judgment of the president of a particular campus, with the approval of the trustees, integrally
related to its formal instructional offerings. Activities that are considered to be essential to a quality educarional program and an important

instructional experience for any student enrolled in the respective program may be considered instructionally related activities.”

Common Examples of IRA Programs:
Announcements:
Resources:

IRA Contacts:

DIVISION OF

CSUF Administration

and Finance



https://asi.fullerton.edu/instructionally-related-activities/
https://financialservices.fullerton.edu/ira/
mailto:IRAfunding@fullerton.edu

State Chartfield Information

Fund: TAOO2 Instructionally Related Activities (IRA).

Mandatory CFS Chartfield String: Account + Fund (TA002) +
Department + Program (= ASI 4 digit program).

NOTE: Class code is no longer required
New Program Codes for FY 2024 (effective 07/01/2024)
are created in CFS.

IMPORTANT: Department is responsible for managing TA0OO2 balances
by account and program (negative BBA = overspent budget).

» IRA Program Codes (updated 02/02/2024)

o PDF &l e

o Excel (sortable and table view):

DIVISION OF

CSUF Administration

and Finance



Reporting: OBIEE 12¢c - BI/DASHBOARDS

ﬁ FULLERTON Business Intelligence
Rev/Exp (CFS) Home |
RevenuefExpense Summary  All University Benefits Pool =~ Budget Detall  Actuals Detail (between Accounting Periods)  Encumbrance Detail — Pre-Encur]

Fiscal Year Accounting Period
(Al Column Valw (Al Column Valw
Fund Account Program Class Project
--Select Value--w  --Select Value--»  --Select Value--+  —Select Value--+  --Select Value—w
Division Sub-DivisionfCollege Master Department Department
--Select Value—w --Select Value--w —Select Value--w —-Select Value--»

Rev/Exp (CFS)

Revenue/Expense Summary Report.

Budget Detail.

Actuals Detail (between Accounting Periods) Report.
Encumbrance Detail (Open Purchase Orders).
Pre-Encumbrance Detail (Open Requisitions).

YV VYV VY

DIVISION OF
Administration
and Finance

CSUF




FY 2023 IRA Balance

» Budget Balance Available at 06/30/2024 must be zero.

» Unspent BBA will NOT be carried forward to the FY
2024.

Use £
Lose it !

-—____——l_—-

CSUF Administration

and Finance



Resource Planning and
Budget

JOE LIPNISKY, SR DIRECTOR OF BUDGET OPERATIONS
AND SYSTEMS




Resource Planning and Budget

< Budget Transfers

<+ Payroll Expense Transfers

< FY 2024 Baseline Budget

CSUF Administration

and Finance



https://financialservices.fullerton.edu/budge
t/forms/Default.php

https://financialservices.fullerton.edu/budget/forms/Default.php

CALIFORNIA STATE UNIVERSITY, FULLERTON »

Budget
Transfers

Financial Services

Resource Planning and Budget

SERVICES FORMS POLICIES REPORTS PRBC TRAINING

@ »Forms
o Contact Us
Deadline: Forms
Resource Planning & Budget
. LIST OF BUDGET OPERATIONS FORMS budget@fullerton.edu
Friday, June 07, 2024

at 12:00 pm e oeeien [

2600 Nutwood Avenue, CP-300
Fullerten, CA 92831
Budget Transfer Request (BTR) =

To request a fund transfer: one-time or baseline transfer Hours: M- Bam 5pm
Budget Transfer Loge BTR Upload Template=

BTR Form Instructions &/«

Capital Budget Request Form

To request budget to fund capital project(s) RESOURCES & LINKS

Request a new chartfield, modify, reactivate, or inactivate an existing chartfield using
Chartfield Request Form AdobeSign. For more information: About Chartfield Request Forms .
Revised 07/2023

NACUBO Code Liste

CSU Budget Central

CSU Executive Orders

CSU Fiscal Year Calendar
Payroll Expenditure Transfer (PET)

To request payroll charges transfer: correction of a payment or move out a payroll » CSU Integrated Administrative
charge.

Manual
AEM Payroll Expenditure Transfer
Forme

Payroll Upload Template

California State Budget

California State Budget

AEM Payroll Form Instructions 2/« Process: 8 Step Guide

California State

CSUF R:!Im:io;tration

and Finance



https://financialservices.fullerton.edu/budget/forms/Default.php

Budget Transfer Overview

Approver receives email. I
approved, emails BTR fo
Budget Operations.

Fequester completes
Budget Transfer Request
(BTR) and emails it to
Approver.,

———SRETeRNI
‘_ g ﬁgj!ﬂ‘_‘ﬂ

If request returned. BTR is mailed back to Requester

OR

QAN
i Journal 0001234567

Requester and Approver
receive email budget fransfer
has been completed.

DIVISION OF
Administration
and Finance

CSUF

BUDGET OPERATIONS

Receives approval email.
Werifies appropriate
approver and funds are
availalzle for transfer.

W W

\? .

Budget Operations transfers the
budget as requested and emails the
joumal ID to Approver and Requester.

MOTE: Budget Operations can refurn
to department if request cannot be
processed.



paer” https://financialservices.fullerton.edu/budget
[forms/Default.php
Expense

https:/ffinancialservices.fullerton.edu/bu t/forms/ ault.php
| ra I S e rS CALIFORNIA STATE UNIVERSITY, FULLERTON »

Financial Services

Resource Planning and Budget

SERVICES FORMS POLICIES REPORTS PRBC TRAINING

@ »Forms

Deadline:

FOI’mS Contact Us

Resource Planning & Budget
Tuesd ay, June 4, 2024 LIST OF BUDGET OPERATIONS FORMS budget@fullerton.edu
5 . California State Fullert
at 5:00 pm

Fullerton, CA 92831
Budget Transfer Request (BTR)«

To request a fund transfer: one-time or baseline transfer

Hours: M-F 8am-5pm

Budget Transfer Loge BTR Upload Templater
BTR Form Instructions 2/
Capital Budget Request Form To request budget to fund capital project(s) RESOURCES & LINKS
Request a new chartfield, modify, reactivate, or inactivate an existing chartfield using
Chartfield Request Form

AdobeSign. For more information: About Chartfield Request Forms CSU Budget Central

NACUBO Code Liste

Revised 07/2023

CSU Executive Orders

CSU Fiscal Year Calendar
Payroll Expenditure Transfer (PET)

To request payroll charges transfer: correction of a payment or move out a payroll
charge. Manual
AEM Payroll Expenditure Transfer

Form Payroll Upload Template

+ CSU Integrated Administrative

California State Budget

California State Budget
AEM Payroll Form Instructions 2| = Process: 8 Step Guide

California State

DIVISION OF

CSUF Administration

and Finance



https://financialservices.fullerton.edu/budget/forms/Default.php

FY 2024 Baseline Budget

Divisional Financial Managers can expect to see their respective FY
2023 Baseline Budgets as of year end June 30, 2024 loaded into
CFS and OBIEE by July 31, 2024.

Any changes may be submitted on a Budget Transfer Request (BTR)
for processing in August 2024.

DIVISION OF

CSUF Administration

and Finance



DIVISION OF

CSUF Administration

and Finance

Thank youl!

QUESTIONS?
CONTACT: BUDGET@FULLERTON.EDU



mailto:budget@fullerton.edu

Preparing for Year-End Close
Activities

CSUF

Plan early

Watch out for deadlines (PLEASE DO NOT wait until the last
minute!!!)

Spread the word

Visit the ASFR website frequently
https://financialservices.fullerton.edu/controller/asfr/

Review and update Delegation of Authority

Submit approved forms with appropriate back-up documentation

DIVISION OF
Administration
and Finance



https://financialservices.fullerton.edu/controller/asfr/

Preparing for Year-End Close
Activities

< Review Revenue/Expense Report (record accruals, if needed).

< Review BBA in THEXT- fund is used for external deposits (usually
for PCD reimbursements; might need to submit ETR to offset
revenue in THEXT against expense in THEFD).

%+ Review BBA (Budget Balance Available) for funds such as
SWxxx, THEXT, TA002, SSFGF, TLDxx, etc.

< Review Liability dashboards in OBIEE Data Warehouse for Study
Abroad (2xxxxx) balances.

— ¥ i’— fi‘ :"-q?r!*
! é 3
¥ Ty

DIVISION OF

CSUF Administration

and Finance



Preparing for Year-End Close
Activities

Submit travel expenses in Concur <5 o End of fhe Year
Approve travel expenses in Concur
Reconcile PCD in Concur

Deposit all checks at the Cashier’s Office, especially the ones
issued by ASI, ASC or CSFPF by Friday, June 28, 2024 at noon
(12:00 PM).

DIVISION OF
Administration

CSUF

and Finance
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Year-End Close Contacts >
DEPT/LOC CONTACLTS EXT EMAIL/DL
Accounting Services & Financial Reporting Lyrnr? Gafiac 8474 AsER@fullerton.edu
CP-300 Justin Chan 8371
Accounts Payable Alberto Contreras 3750
. AP@fullerton.edu
CP-300 Kathleen Cariaga 3339
R Planning & Budget
esource Flanning Heee Joe Lipnisky 7392 |Budget@fullerton.edu
CP-300
Cashi J C 3656
asniers D_YCE ross Cashiers@fullerton.edu
GH-180 Diana Janzen 4248
Central R ivi
entral Receiving Annie Ekshian 7189 |aekshian@fullerton.edu
T-1100
Contracts & Procurement Alex Rosales 4503
. DL-C and P@fullerton.edu
CP-300 Sally Yassine 5492
Mikki-Algarin-Ch i 3732
Contracts & Procurement (E-Business) e . garlr? avarma .
CP-300 Cynthia Aguirre 8184 |Ebusiness@fullerton.edu
Cris Godines Jimenez 3829
Inf tion Technol
Arormation 1echnology Joe Luzzi 3251 |jluzzi@fullerton.edu
LH-717
IT Training . .
Lori Arthur-Carmichael 5792 |larthur@fullerton.edu
PLN-130
P Il Servi Antoinette Robert 2066
Syro sevices AOINELLe fo E_ > Payroll@fullerton.edu
CP-770 Cassandra Granillo 4286
Instructionally Related Activities (IRA
nstructionally Related Activities (IRA] Susan Collins 7456 |irafunding@fullerton.edu
TS5U-249B8
Travel Operations Alberto Contreras 3750
. Travel@fullerton.edu
CP-300 Zarita Moore 3543

DIVISION OF
Administration
and Finance

CSUF




Thank you and Happy Year End

rm
Shipping & Receiving

Contracts & Procuremen
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