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FY 2022 Year-End Close Guidelines

https://adminfin.fullerton.edu/finance/
https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php

DIVISION OF
Administration

CSUF and Finance

Paving the Road to Student Success

Memo issued by: Alexander Porter
o Comoemne VP for Administration & Finance/CFO

From: Alexander Porter
Vige President for Administration & Finance & CFO

Subject: FY 2022 Year-End Close Guidelines {07/01/2022 to 06/30/2023) httDS://adminfl n _fu”erton .edu/

In arder to ensure the accuracy of the University's financial records, the fiscal year-end financial
statements, and to assure an efficient fiscal year-end close, the processing guidelines attached to
this memo have heen established. All of the processes and timelines have been reviewed and
updated as appropriate to provide as much flexibility as pessible to the campus community.

All documents are due by the close of business on the dates specified unless atherwise indicated.
All requests received after the specified deadline date will be processed in FY 2023 (07/01/2023 to
0B/30/2024).

A year-end close workshop has been scheduled to provide an overview of the fiscal year-end close
regulations, timelines and reporting requirements. The workshop will be conducted on Thursday,
March 23, 2023, from 9:30 am to 11:30 am via Zoom. Registration is not required to attend.

Please feel free to disseminate this information to the appropriate individuals within your
organization. This memao will also be posted to the Financial Services wehsite. Additional
communication reminders will be distributed throughout the process.

If you have any questions regarding the year-end close guidelines, please cantact Laleh Graylee,
Associate Vice President for Resource Planning, Budget & Financial Services, at extension 2304, or
by email at lgraylee@fullerton.edu.
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https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php
https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php
https://adminfin.fullerton.edu/

Payroll Services
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Friday, May 19, 2023 at 5:00 pm:

For time period prior to Friday, May 19, 2023

» all payroll-related pay
» payroll adjustments

» payroll changes

» special consultant pay
» hire forms
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Payroll Forms

DEFALLT AFPFS

Payroll forms have

moved to AEM # Home
forms located via
the Titan Online

Portal page. @ 2slive w

USER AFFS

ddobe Experience
J  Manager (AEM) iy
Forms Portal

2
I\ Manager (AEM) 1
Workflow Inbox
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Accounting Services &
Financial Reporting
(ASFR)

FINANCIAL SERVICES

[F¥L] CALIFORN
=
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** Year-End Close Overview (Legal/FIRMS/GAAP)

“* Billing Requests

»*» Reimbursement / Deposits to University

“ Expenditure Transfers, Non-Payroll

“* Managing Funds
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FY 2022 (06/30/2023)

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 15%

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 315t

FLGAP (GAAP close) - full accrual
> External Audit field work begins 2" week of August
» Consolidated CSU Financial Statements issued around October 15th
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FY 2022 (06/30/2022)

California State University, Fullerton
June 30, 2022

ACCOUNTS PAYABLE LEADSHEET
Prepared by: Lynn A Gafiac

June 30, 2022 June 30, 2021 % Change % Change
Accounts payable to third-party vendors (noncapital purchases) 6,491,405.80 9,462,384.80 (2,970,979.00) -31.40%
Accounts payable to third-party vendors (capital purchases) i 12,242,944.63 16,871,144.96 (4,628,200.33) -27.43%
Accounts payable to Office of the Chancellor r — — — 0.00%
Accounts payable to campuses (other than CO) " 50.00 - 50.00 " #DIV/0!
Accounts payable to recognized discretely presented component units " 2,819,473.35 4,250,921.53 (1,431,448.18) -33.67%
r

Accounts payable to recognized DPCUs from other campuses 72,252.80 — 72,252.80 " #DIV/0!

Other payables:
— 0.00%

— 0.00%
— 0.00%
— 0.00%
— 0.00%
— 0.00%
— 0.00%
— 0.00%
— 0.00%
— 0.00%
Total accounts payable 21,626,126.58 30,584,451.29 (8,958,324.71) HDIV/0!

GAAP Close: ASFR received invoices for $3.8M pertaining to FY 2021 that
were not included in Legal close (not in OBIEE)

IMPORTANT: Submit all transactions for current fiscal year ASAP

IFORNIA STATE UNIVERSITY .
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Student Success

ADMINISTRATION AND FINANCE



GOAL = Revenues & Expenses MUST be recorded in the
correct Fiscal Year in which they occur

Matching Principle

- -
A =
&

|y &
Tl i'\-. -

\ & 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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Month & Year-End Close

https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php

Financial Services and Administrative Systems

Accounting Services and Financial Reporting

> Month-End Close SERVICES FORMS POLICIES TAX COMPLIANCE ANMNOUNCEMENTS CONTACT US
 CFS Open Periods

Month & Year-End Close

RESOURCES BELOW

» Month & Year-End Schedules

February 2023 MONTH-END CLOSE

MONTH & YEAR-END CLOSE SCHEDULES

» US Bank Download (PCD)

FY 2022 (07/01/2022 TO 06/30/2023) YEAR-END CLOSE
GUIDELINES &l
MATRIX 2| =

PROPOSED MONTH-END CLOSE SCHEDULE FY 2022/2023 Bl = (posted 02/28/2022)

US BANK DOWNLOAD FILE (PCD)

ALIFORNIA STATE UNIVERSITY

FULLERTON | Paving the Road for

Student Success

ADMINISTRATION AND FINANCE


https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php

https://adminfin.fullerton.edu/finance/asfr/forms/

CALIFORNIA STATE UNIVERSITY, FULLERTON »

Financial Services and Administrative Systems

Accounting Services and Financial Reporting

SERVICES FORMS POLICIES TAX COMPLIANCE ANNOUNCEMENTS CONTACT US

A > Forms

Forms

ASFR Forms LIST OF FORMS

Name

Chartfield Request Form £/ =
Revised 12/2012 €partment, program, class or project),
(Download the PDF and i eld. For more information: About Chartfield

open using Adobe Acrobat)

CSU Chargebacks Templatd ansactions into the PeopleSoft Financial system (CFS); for
Revised 09/2019 se only. For more information: About Chargebacks.

expenditure corrections (ACTUALS transactions only). For more

Expenditure Transfer Request ation: About ETRs and ETR examples 2.

(ETR) App*
(New - launched 12/15/2021) Reminder: The ETR web application replaces the process of using Excel with
Revised 12/2021 macros. All ETR requests using the Excel file with macros will NOT be accepted

after December 31st, 2021.

Deposit or Reimbursement to
University Account:= Deposit funds at the Cashier's Office.
Revised 02/2022

ALIFORNIA STATE UNIVERSITY

FULLERTON Paving the Road for

—— —————— —~ | Student Success
ADMINISTRATION AND FINANCE



https://adminfin.fullerton.edu/finance/asfr/forms/

https://adminfin.fullerton.edu/finance/asfr/services/
InvoiceBilling.php

Division of Administration & Finance | Financial Services & Administrative Systems | Accounting Services & Financial Reporting

REQUESTFOR INVOICE

The Regquest for Inveice Form is an invoice form submitted by C SUF staff to: (1) request reimbursement for an expense that's aiready been made (abatement) or (2) record accounts recevablefrevenue.
Note: Auxiliary Organizations billing is posted fo revenue account 580095 and fund THERE. Upon receipt of this comp leted form, Accounting Services will invoice Auxiliary Crganizations and other 3rd
party organizations on your behalf. Please send the onginal form to Accounting Services with supporting documentation. Invoice will be mailed by Accounting Services to the customer and an electronic

copy will be sent to the requesting department. if you have questions, please contact Accounting Sevices.

] ]
B I | | I n Pleas e note that only Accounting Services may invoice or bill on behalf of the Univers ity.
I. Requester Information
 Fomoer T Cowax [ T |

Il. Reason for Request

Requests

1ll. Autherizing Signature(s)
Authorized Signer of Account(s) Date

PrintType Name

IV. Bill To Infermation
Customer ID:
{if known)

For New Customer Only

Deadline:

Contact:

1 Name:
Friday, June 30, 2023 — _—
at 5 : OO p m Address 2: Phone: Fax: |

City: State: Zip Code:
V. Bill Line Information
Invoice Type Expense Type L= ] PO Number ] Foar

VI. Credit Information

Account (6) Fund Code (9) Dept (5) Program (4) Class (5) Project (8) Amount

Submit form to Financial Services (CP-300}) | Questions? ASFR@Tfullerton.edu | Rev. 03/19

CALIFORNIA STATE UNIVERSITY

w Paving the Road for
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https://adminfin.fullerton.edu/finance/asfr/services/InvoiceBilling.php

Deposit or
eimbursement

o University
ccount

Deadline:

Friday, June 30, 2023
at 12:00 pm

CALIFORNIA STATE UNIVERSI

. FULLERTON Paving the Road for

= Student Success
ADMINISTRATION AND FINA

Division of Administration & Finance | Financial Services & Admini ive Systems | A ing Services & Financial Reporting

MACRO:  MACRO:
To: CSUF Cashier's Office (UH-180)

Deposit Or Reimbursement To University Account sepontionm u
NOTE: If you received a university invoice (ASRxxxxx) DO NOT use this form; take the invoice to the Cashier’s Office with your payment.

The Deposit fo University Account form fs subm fited by departm ents fo record revente (non-student fees)  Aftach any supporting docum enfation deem ed relevant 1o the trans action.
To request & new CASHN et item Gode, contact the Cashier's Office. NOTE: Effective May 29, 2008, credit cards are no longer sccepted 35 3 form of paym ent at the G ashier's Office.

I. Requester Information
I R R

From Dept:
II. Reason for Deposit or Reimbursement (To select { V) Reason for Reimb or Deposit, click the yellow drop down opfion below and choose ortype "1")
Travel Advance ! Other

Other (Enter explanation here):
Travel Advance (55078 = 107001-DVPRF)
Vendor Refund / PCD Reimbursement (click PCD Macro to go to the NEW form)
| ] Vendor refund (S4000/FUND) Invoice # Purchase Order #
\CRO:
University reimbursement for personal expenditure charged to a PCD - Procurement Card (Click Macro to laun ch NEW form)
55022 = B04001-FUND ( Telephane Usage)

55092 = 804802-FUND (Wireless Service)
55055 = 680001-FUND (Postage and Freight)

55060 = B08802-F UND (TravekIntematicnal]
55051 = B08001-FUND (TravekIn State)
55052 = S08002-F UND (Travek-Out of State)

S4000/F UND = any other Sxcooc sccount eg. 620003
Topostto the comect expense account, subm it ETR; Charge 580093 / Credit G
(original expense sccount); see ETR instructions below
in structions for Deoosit Form: Compiste fo: (3) autam atically identify CASHNEttem Code fouse in Section [V and (b auto-fil Expenditure Transfer Request (ETR) form
i structions for ETR Form: (a) To be uzed for GASHNEt Ifem Codee S4000 cnl, (b) click Treate ETR™M cro button to go tothe ETR vorksheet; (c] valivate ETR data, and (d) follow Sam & procecures when submiting an ETR

Enter chartfield to reimburse For ETR: Cc... e-mail address{es):
(separate by " ; " semi-colon)
lll. Deposit Information (To select ( V) Form of Payment, click the yellow d rop down option below and choose or type ™)

Cashier's Office use only:

Formof Cash 3 - :I Check 5 - Cashier's Endorsement

Payment

Total Deposit:

Other (please specify)

Check Information
Check Number

Check Memo | Desc:

IV. ChartField Information (if CASHNet ltem Code is not known, use"S4000" (account default is 580033 (Other Non-operating Revenues)). Fund and Dept MUST be

provided

CASHNet Item Code See Tab ="CASHNet ltem Codes" for list of valid item codes. Once an item code isentered, the section below is populated. =i
REQUIRED REQUIRED =enter chartfield; OPTIONAL = discretionary; N/A = no walue Eq"’ 5

(seleot fr drop down fist) | ACCOUNT{B) Fund (5) Dept (5) Program (4) Class (5) Project (8] mott

o | e | e o

OK: Total Amount = Total Deposit| ~ Total Amount: $

Submit form to Cashiers Office (GH-180) | Ques tions? ASFR @fullerton.edu | Rev. 022020

REVISED

FEBRUARY 2020




» Defaults:

» CASHNet Item Code S7050
Procurement » Account 660898 — Unauthorized PCD
Card Purchase (account 660898 must have $0

) balance at 06/30)
Reimbursement > Fund and Department MUST be provided

Toc CSUF Cashien's Office: (UH-180)

( ) I I l - Deposit Or Reimbursement To University Account ol
r Procurement Card Reimbursement (PCD)Only 7~

[Feeburaing Brw University Tor Disallomed Porchawa. A0 0os

estia
L Requester Infommation

Il Resson or Deposit or Reimbursement (PCD Reimbu semenl)

Deadline:

Friday, June 30, 2023
at 12:00 pm

DEFAULT REQUIRED OPTIONAL Deposit
CASHNof Itesn Code | Account (8) Fund {5 Dl () Program (4) Clas= {§) Project {8

[REVISED|

i Fﬁﬁfﬁﬁ%ngﬁ Paving the Road for FEBRUARY 2020
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Expenditure
Transfer
Request
(ETR), Non-
Payroll

Deadline:

Monday, July 3, 2023
at 5:00 pm

ALIFORNIA STATE UNIVERSITY

4 FULLERTON Paving the Road for

Student Success

ADMINISTRATION AND FINANCE

Division of Administration & Finance | Financial Services & Admini trative Systems | Accounting Services & Financial Reporting
Expenditure Transfer Request (ETR)
CSUF Journal Entry Upload Form

TRCK F il MAacro [ send fomm v e.mal o

P 1601 SurriL e P Serviom [CP-300) | Sumtion A5 RGN mrten w2y | Rew, 912030

ASFR launched the ETR web application
on December 15" 2021; ETR app
replaced the process of using Excel with
macros.

All ETR requests using the Excel file with
macros are NO LONGER ACCEPTED
after December 31st, 2021.



ETR Link: https://afapps.fullerton.edu/ETR/Login.aspx

https://adminfin.fullerton.edu/finance/asfr/services/ETR.php

Expenditure

Approval workflow

Email notifications

Online tracking of ETR (REQ) status
Eliminates printing of ETR forms

No more lost inter-office mail

S ETR Online Courses (training videos
Jganac via Employee Training Center)

. ETR User Online Training

Transfer
Request ) o
(ETR), Non- y p

Payroll

ETR Login

AN NI NN

d: .
Passwor . ETR Approver Online
ine: Training

Deadline, v' Step by step Instructional Manuals
Monday, July 3, 2023 " ETR User Guides
at 5:00 pm . ETR Approver Guides

Expenditure Transfer Request (ETR) o

e M T

Requestor's Department* Requestor's Email* Requestor's Phone & Ext*
T0005-~Acounting & Finacial Rting \ganac@éutarion s A

Optional CC Emall Addresses: iSeosrats by semicolen and no spaces! K@ fuwleron adusscidaron edu)

Reason for Request®

Approver’s Department* Select Approver*
e Salact

Requestor Signature* Request Date*
Yk Akt 02782022

Requestor Comment:

“ Sl o

ALIFORNIA STATE UNIVERSITY

FULLERTON Paving the Road for

Student Success
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https://afapps.fullerton.edu/ETR/Login.aspx
https://adminfin.fullerton.edu/finance/asfr/services/ETR.php

Managing Funds

Things to Consider: j\ﬁ\\ {: O\
L ==

Fund source = = A

Funding restrictions (appropriate usage)
Department restrictions D N NG

Fund balance (BBA) P L .

vV V V V
r
|
r
I
r
I

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.
SW001 [RMP SWAT Additional state appropriations (non-CSUPERB/COAST) processed via CPO (Cash
Posting Order); CPO is posted to 572000-SW001-90002; 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.

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

TADOL  |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.

ALIFORNIA STATE UNIVERSITY

FULLERTON | Paving the Road for

—— ——— = - '~ " | Student Success
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Contracts &
Procurement

ADMINISTRATION AND FINANCE
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Contracts and Procurement

*

% Purchase Requisitions

L)

*

Change Orders

L)

L)

L 2

Staples

o0

L)

*

Procurement Card

L)

FORNIA STATE UNIVERSITY

LLERTON | Peving the Road for

Student Success
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Purchase Requisitions for FY 2022

FY 2022 purchase requisitions $100,000 and
above (which require formal bidding)
Deadline: Friday, April 7, 2023 at 5:00 pm

FY 2022 purchase requisitions less than $100,000
and all change orders
Deadline: Friday, May 12, 2023 at 5:00 pm

Reminder:

All attached quotes must be less than 30 days old.

Paving the Road for

- Student Success
ISTRATION AND FINANCE



Purchase Requisitions for FY 2023

(New Year)

FY 2023 purchase requisitions can be
entered in CFS

Start Date: Monday, May 15, 2023

New year purchase requisitions:

+ will remain on hold until all current
year (FY 2022) requisitions are
processed

* entries prior to this date will be
cancelled by Contracts &
Procurement

ORNIA STATE UNIVERSITY

LLERTON | Peving the Road for

Raﬂuisltinn
c5U Fullerion

Ship Te: REL‘.ENINGEEET]E?B—ZEM
CAL STATE FULLERTON
&00 N STATE COLLEGE BLVD
FULLERTON CA 82831-3599
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Change Orders

https://adminfin.fullerton.edu/cp/documents/policies/Update%20to0%20th
e%20CSUF%20Change%200rder%20Process.pdf

Deadline: Friday, May 12, 2023 at 5:00 pm

Update to the C&P Change Order Process:

All Change Order requests for funding increases must be
submitted using the CES Requisition process.

DRNIA STATE UNIVERSITY

Paving the Road for
LLERTON Student Success
ISTRATION AND FINANCE



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

Purchase Requisition
Fiscal Year Transition

May 2023

FY 2022 (Current) FY 2023 (New Year)
From now through May 12, 2023 From May 15, 2023 going forward

iy >2

CALIFORNIA STATE UNIVERSITY

Paving the Road for
w Student Success
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Reminders

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

« Commodity POs that have been fuIIIy received yet have a balance
after 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 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
specific PO closure.

DRNIA STATE UNIVERSITY

LLERTON | Peving the Road for

- Student Success
ISTRATION AND FINANCE


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

F _r

p o ——
e ce e =T
/w_,,/

Reminders

Note: Please include the following information on the inquiry form
comment section “PO Closure Request”

e Purchase Order Number <EMA|L

N — »

 Vendor / Service Provider Name ;
* Remaining Balance requiring closure / liquidation

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

(C&P Inquiry Form)
= )
,L w

ORNIA STATE UNIVERSITY

LLERTON | Peving the Road for
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https://app.smartsheet.com/b/form/af91b1177f7f472e9e05ec9e544f68b0

Staples

Thursday, June 22, 2023 at 5:00 pm: Last day to order from Staples to
post in FY 2022

Goods that are shipped after Friday, June 23, 2023 will be expensed in
FY 2023

DRNIA STATE UNIVERSITY

Paving the Road for
LLERTON Student Success
ISTRATION AND FINANCE




Procurement Card (PCD)
Access Online (Nenr-Conheur)

Thursday, June 22, 2023 at 5:00 pm: Last day to purchase with P-Card
to postin FY 2022

Thursday, June 22, 2023 at 3:00 pm: Reconcile June 2023 Billing
Cycle (ending 06/26/2023)

Paving the Road for
Student Success

ADMINISTRATION AND FINANCE



Procurement Card (PCD) for
Goods & Services (Concur)

Friday, June 30, 2023 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

— -1 2, User created Expense Report
1. PCD transaction poets to Concur

Status: Not Submitted

Status Unassigned

/

6. Corrections required: Yes
Status: Sent Back to User
User makes corrections then go to Step 3

5. Corrections required? No

Status: Approved (will be posted in OBIEE ﬂ‘ Status: Approved

FORNIA STATE UNIVERSITY

LLERTON | Peving the Road for

Student Success

A INISTRATION AND FINANCE



Procurement Card (PCD)
Concur

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

Requests Travel Expense Approvals Reporting ~ App Center

lew Transactions

New Expense |

Expense Type Tranzaction Date Business Purpose

I Services | v | I 031082018 ‘| | This will show up in OBIEE |
Amount Comment

I 100.00 | | usD | - | |This will NOT show up in OBIEE ‘

IFORNIA STATE UNIVERSITY

FULLERTON | Paving the Road for

Student Success

ADMINISTRATION AND FINANCE



PCD June 2023 Billing Cycle
(05/26/2023 - 06/25/2023 ?) and
Accrual Process for Year-End

» Both May 2023 (ending 05/25/2023) and June 2023 (ending 06/26/2023)
transactions will be posted in Period 12 (JUN 2023)

» No accrual entry will be posted for transactions that occurred between
06/27/2023 and 06/30/2023 for all Concur users

» Concur Expense Reports that are not yet posted in OBIEE (Status <>
Approved) will be accrued with a date of 06/30/2023; on 07/31/2023, reversal
entry will be posted

% Accrual entry dated 06/30/2023 will not post to 660997 (Concur Not
Approved Trans); Account 660997 should have $0.00 balance at 06/30

% Actual chart fields (account, fund, department, program, class & project)
will be used

FORNIA STATE UNIVERSITY

LLERTON | Peving the Road for

Student Success

A INISTRATION AND FINANCE



Receipt of Goods

https://facilities.fullerton.edu/services/

Friday, June 30, 2023 at 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 Anthony Sinopoli in Receiving
so the receipt can be appropriately recorded in CFS. Also please e-mall
Contracts & Procurement if goods are to be returned to the vendor (i.e.,
iIncorrect/defective merchandise). The deadline to notify Receiving is
4:00 PM.

Shipping & Receiving

FORNIA STATE UNIVERSITY

LLERTON | Peving the Road for

———————— —— | Student Success
A INISTRATION AND FINANCE



https://facilities.fullerton.edu/services/

Accounts Payable and
Travel

FINANCIAL SERVICES
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Accounts Payable and Travel

oo

L 2

“ Petty Cash

L)

L)

L 2

Direct Expense

o0

L)

*

Invoices

L)

L)

L 2

Travel Request

o0

*» Travel Expense Claims

‘ORNIA STATE UNIVERSITY

LLERTON | Peving the Road for

Student Success

A NISTRATION AND FINANCE



AP & Travel
FOorms

ALIFORNIA STATE UNIVERSITY

T FULLERTON

ADMINISTRATION AND FINANC

Paving the Road for
Student Success

https://adminfin.fullerton.edu/finance/ap travel

[forms/

Financial Services and Administrative Systems

Accounts Payable and Travel

SERVICES  FORMS  POLICIES COMCURE  COMTACT US

Forms

USE INTERMET EXFLORER T DFEN FORMEE.

BAAC ugers — 10 cngn hg Trged ToTmes

1. cafault FOF viswer on tha WAL 12 Safar, changa tha setting to maka the dafaull Wiwer as Adobs Acrotdat Reader

Z Save tha FOF fle to the desidop

3. On i Saskiog, prass and hold the CTRL kay arnd salact the POF Al

4. Chooge Open Wih™ and select Adobe Reader

5 Onoe seleched (Adote Resder will prompr The wser bo make Adobs Reader s the defaul application for POF) select vas
*Plaase do not uss sny warsion of Informed Fller as the progre b no longer supporied.

LIST OF FORMS

Submit Document
To

Travel Operations

University Police

Traveler's
Supervisor

Travel Operations

Accounts Payable

Certification for ReimbursemeNg#T Moving/Relocation Expenses & - Travel Operations

Check Request Accounts Payable
Delegation of Authority & Accounts Payable



https://adminfin.fullerton.edu/finance/ap_travel/forms/

https://adminfin.fullerton.edu/finance/ap travel
/services/payments/ESubmit.php

E-Submission:

Invoices, Invoice and check request submission
updated. Invoices and check requests are

Check now routed directly to analysts for processing.

Request Please access E-Submission page for more

Forms and information.
Inquiries

Effective March 1, 2023, invoices, Check
Request forms and inquiries sent to DL-AP
(ap@fullerton.edu) will not be processed.

VENDOR LINKS FOR INVOICES VENDOR LINKS FOR CHECK VENDOR LINKS FOR INQUIRIES
. REQUESTS .
+ FedEx Invoices +« Commuter Rewards Inquiry
¢ Public Works Invoice: Faculty/Staff/Student (USE last e FedEx |ong
(construction or repair work name) Membershio Inaui
« Membership Inquiry=
done under contract) Commuter Rewards Check ‘ .
« Utilities Invoices 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 Lefters A - E Invoice: » Vendor Letters A - E Check « Xerox Inquiry:
Requeste
« Vendor Letters F - J Invoice: o Individual (use last name)
« Vendor Letters F - J Check
+ Vendor Letters K - S Invoices Request= « Vendor Letters A - E Inquirye
» Vendor Letters T - Z Invoices = Vendor Letters K - S Check » Vendor Letters F - J Inquiry=
Requeste

« Vendor Letters K - S Inquirye

» Vendor Letters T - Z Check
ORNIA STATE UNIVERSITY Requeste = Vendor Letters T - Z Inquirye

4 FULLERTON Paving the Road for

— - ——— = =" | Student Success
ADMINISTRATION AND FINANCE



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

Petty Cash

AP Deadline:

Tuesday, June 27, 2023
at 5:00 pm

Cashier’s Office Deadline:

Friday, June 30, 2023
at 12:00 pm

‘ORNIA STATE UNIVERSITY

ULLERTON Paving the Road for

— - ——— = =" | Student Success
ADMINISTRATION AND FINANCE

Cashier’s Office In-Person Hours:

Regular Hours:

Tuesday 10 amto 2 pm
For Year-End Close Only:
June 27 (TUE) 10amto 2 pm
June 28 (WED) 10 amto 2 pm
June 29 (THU) 10 amto 2 pm
June 30 (FRI) 8amto 12 pm
| T 0

Petty Cash Disbursement Voucher
T

fermaren Mars

Frvon

Laaton

Ty

(e e—

T CA CET O CT T LT CETT
B Fama ) i i o P

Py Lo ol ot eneed 500

nharety sksmivoged

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.



mailto:cashiers@fullerton.edu

Direct
Expense

Deadline:

Friday, May 26, 2023
at 5:00 pm

ALIFORNIA STATE UNIVERSITY

FULLERTON Paving the Road for

Student Success

ADMINISTRATION AND FINANCE

Online Form for Data Entry:

Accounts Payable Check Request Form

SECTION 1 - PAYEE INFORMATION

* Payments payable to: O Faculty/Staff/Student © Vendor

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

* City * State: *Zip
* Category:

Select a Category

SECTION 2 - CHECK HANDLING INSTRUCTIONS

Invoice Number: Invoice Date: * Invoice Amount;

Check Request Form (PDF):

CALIFORNIA STATE UNIVERSITY  ACCOUNTE PAYABLE CHECK REQUEST Fofad

FULLERTON [ eowmmmse e & 201177

FrwrceBences | MEMCLARATAN ——

Reminders:

v" Invoice

v' Membership
Justification form

v Receipts and/or
supporting
documentation

v Submit through
Electronic
Submission

https://adminfin.fullerton.edu/fi

WNETRUCTIONS
11 Une e ink o view sppeoved calegoten.
Click on link 0 view approved categories. ]
=i VCs 20
2} Py anly be sewed on e equred ke
oz form
3 o Serecen we ot
4
L] L
&
T} A check requesta sutmitted B i nat on L] Far quentioes L

nance/ap travel/services/pay

SEETION | - PAYEE INFORMATION

Veredor e
M k) I Y |

venderbame  Agcurate Background, Inc.
Ao 7515 Irvine Center Drive

Tl )11

ments/ESubmit.php

o Irvine St o Betele 03813

Custyn; Hara s
casgsy  FINGER PRINTING CHARGE

SEETION £ - CHEEH HAMDLING INSTRUETIONS

lke burter 56577 lckaloe  QONFE03Y el 4.00
OescripionComments:

Acturs lackgrouns, . AEF 01543 Symees s Yo Fasa fer mquasind Horartar - DecarmBer 3000



https://adminfin.fullerton.edu/finance/ap_travel/services/payments/ESubmit.php

Invoice (final payment) Sample:

AEM.E I - Tips:

|nVOICGS v" Purchase order is noted
m b on the invoice

v Make sure invoice is

HNAL signed by an authorized
approver for your

Deadline: Department

Friday, May 26, 2023 v" For Individual C_:ont_ractor,

at 5:00 pm make sure the invoice

includes both signatures
Payee and Department
authorized approver

Reminder:

If the invoice is a final ; v Submit t.hrOUQh —
payment, indicate as such Electronic Submission

to finalize the purchase

order https://adminfin.fullerton.edu/finan

celap travel/services/payments/E
Submit.php

IFORNIA STATE UNIVERSITY

ULLERTON Paving the Road for

— - ——— = =" | Student Success
ADMINISTRATION AND FINANCE



https://adminfin.fullerton.edu/finance/ap_travel/services/payments/ESubmit.php

Paper Travel Request &
Paper Travel Claim

v Paper forms are for Student Business Travel Only

v All employee travel forms MUST be processed through
Concur

v" Employees with open Paper Travel Request MUST
submit an Expense Report through Concur as of
December 27, 2022

e ORNIA STATE UNIVERSITY
LLERTON Paving the Road for

- - | Student Success
RATION AND FINANCE



Paper Travel

CALIFORMIA STATE UNNERSITY, FULLERTON Clear I | L J
R t F BUSINESS TRAVEL AND PREPAYMENT REQUEST DOCUMEHT HUMEER -
Instructions: https:/adminfin ful srton adufinance/ap_iravel/senvicss/rawval! F REVEIOH, CHECK HERE
eques Orm [ h Yadminfin ful dufinance: Vservicestraval’ . D
Facuky /Staf |:| nmmtmmmhmmm Studant Employea (non-job ralated) |:| Stdent |:|
. Travalar's Nama OWID
Deadline: L e
Departmant 10 E-mail
Thursday, June 1, 2023 —— BUSIRESS TRIP ETAIS D PREPAVMENT REQUEST
at 5:00 pm T
Tﬂpnﬂmﬂunlmaﬂmmtm
".:3&'.'..".: E...n..& oo sarran B o1 s kvt s plaAFirg Lo tzbo el i ruter b e et Lyt L1 T et o S a2 B oS s ol
Imortant Dates: T::;:‘:;T;‘;ﬁpmumlfI.PnrsurnlDocrblnndl::nl-‘r::tmﬂhmhmmuﬂmﬂba:.bjnnmm.ﬂn:lmcﬁmn;:mmhmm : ::
List dateis) and location of personal travel
Thursday, March 30, A — [ o i ot ettt
2023 A IISt Of Open travel D::';:";:::nmd r\ﬂ:pu'td.—ﬂmdu:ri::'bdnparmmdm[ﬂ—ﬂ de:n“:;::um - Yo Ho
requests will be provided o b A et R ey e | N cc
to the Division Financial P R
Manager for review & e Prapomentfox Raglstrstion s i o

follow-up

Skata Funds: -I « Amiourit
Thursday, June 1, 2023: - g;\g pe
Submit approved travel Sewhed M. OBER s N
requests for Student e — M —— — - OCT e
Business Travel (for June o Amount
1 —June 30’ 2023) W|th CSUF ASC Projoct #: [] * Sporscrsd Frogrms || * Othar(dsscribal Amaunt
th e appropriate '::;r:huﬁﬂzh:rﬂﬂﬁ:mﬁﬁug:niurm Indude aplanation for use of state funds In Business Pu'p::::::.d hmmmT::l:n::ﬁ:::;:::l]
documentation to Travel | HERERY CERTIFY dha £ rchuct oficial bud mﬂmw 43 mabrdt ry Traewd B raw Clal re sl n 20 cdeys frers eha: rete miclsks.
Operations for review. T e o S ey e ety e

Wl o g scocaescd ST par nigh, sachacing tames, For sl In-risks, mri-of-ibris nchaling Ak, Heesl | and LS poomanicn ? driecive Rovers bar 1, 2015 e (Mo
July 2023: Travel e S
Operations will start TRAVELERS SCRATURE —_— DT
assigning Travel Request e e e P e e ot
numbers (TR23) for FY ADMINUNIT/DET AR oaTe AVPIDEN oae
2023 Travel WICE PRESIDENT/DESIGHEE DATE

CEUF FRESIDENT/DESKGHEE. DATE

Trvmi O £7-200]| Cumatia 2ok | . Darta 102015

ALIFORNIA STATE UNIVERSITY

,_= FULLERTON Paving the Road for

—— —————— —~ | Student Success
ADMINISTRATION AND FINANCE




Clear Print

MAHERTR  roworemcim oo 20 | 3> Forms submitted by the
Travel e == . ,
‘ | ! deadline may receive

EXpense P ' Il reimbursement on the

. Tiezse Check as Appropriate City [state zipCode:
C|a| ms e e — e e last check run of June 9,
Gy | e | “Weulnim e e | B Mh‘ nm:; - C‘KE P i 2023
N T k}“\;
““A‘ b‘ o ] B
Deadline: JANUARY 2027 T » Submit within 5 days
Travel Expense Claims i — upon completion of trip
Friday, May 26, 2023 E— —

at 5 OO p m ﬂzw:ulm.mmmmlaclz.:t o

Account 6 | Fund 5)  [Dape og. 4] Casis) | Propea ity Amount

=== For travel completed
o <= .|| between June 1 and June

Remlnder: Railnry Fonds i e I LT ot m::-';“‘:l 30: 2023
- (CSUF ASC Acczant Checkd l:l Rept Moving I:l

CSFPF Account cnuuDubel:I l.wblmwhgl:l Q’Q 1 St
For travel completed after s [ ] e ol — * Reimbursement after 1

June 30, 2023 Eifmm —— L check runin FY 2023
Continue to submit so = =
that expenses can be —

obligated in CFS

IFORNIA STATE UNIVERSITY

FULLERTON | Paving the Road for

—— —————— —~ | Student Success
ADMINISTRATION AND FINANCE




Concur
Expense
Reports

Deadline:

Friday, June 30, 2023
at 5:00 pm

Reminder:
After June 30, 2023

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.

ALIFORNIA STATE UNIVERSITY

: FULLERTON Paving the Road for

— - ——— = =" | Student Success
ADMINISTRATION AND FINANCE

SAP Concur @ Requests Travel Expense Approvals Reporting ~

Approvals Home Requests Reports
Approvals .
00 02 01
Trips Requests Expense

Reports

App Center

* Must have status of “Approved and in Travel

or C&P Review” for travel completed by

June 30, 2023

AN AN
B PpPRONED




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/inactivated.

1. Go to Requests then 2. Click on Request Name e Te 'l Closelnactivate Request
View All Requests (Status must be Approved)

.......

R If you have questions or need assistance, email
i concur@fullerton.edu.

ALIFORNIA STATE UNIVERSITY

F LLERTON Paving the Road for

Student Success

ADMINISTRATION AND FINANCE



Concur Information

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

Phone: (866) 793-4040
Email: concur@fullerton.edu

L)

% Concur Resources page 8rowdes 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

L)

ORNIA STATE UNIVERSITY

Paving the Road for
LLERTON Student Success
ISTRATION AND FINANCE



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

ADMINISTRATION AND FINANCE
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Resource Planning and Budget

* Budget Transfers

“ Payroll Expense Transfers

“ FY 2023 Baseline Budget

‘ORNIA STATE UNIVERSITY

LLERTON | Peving the Road for

Student Success

A NISTRATION AND FINANCE



http://resourceplanning.fullerton.edu/forms/
Default.php

Admini

Re

Budget
Transfers

Contact Us

Forms
LIST OF BUDGET OPERATIONS FORMS

Cal tastee F
Name Description 2600 Mutwood Ave

Fullerton, CA 92631

o, G300

Budget Transfer Request (BTHR) To request a fund transfer: one-time or baseline transfer

Hours: M-F Bam-Spm

Deadline:
Wednesday,

Budget Transfer Log.

Capital Budget Request Form

CMS Chartfield Request &

BETR Upload Template.
BTR Form Instructions &l =

To request budget to fund capital project(s)

To request a new chart-field: department |D and class (For

e,

RESOURCES & LINKS

C5U Dudget Central

xecutive Orders

n ? account, program, and project, contact Accounting Services & Financial
\] U e O 2023 Reporting)
)

Payroll Expenditure Transfer (PET) To request payroll charges transfer: correction of a payment or move out a i
at 12:00 pm
) Manual
CARES Act Funding Request for To request the CARES Act Funding Request for Reimbursement form ate Budget
Reimbursement Forme:
CARES Act Form Instructions - REQUESTOR & . z ‘-'Fw’w."

CARES Act Form Instructions - APPROPRIATE ADMINISTRATOR & -

LIST OF POSITION BUDGETING AND PLANNING SYSTEM (PBPS) FORMS

Name Description

Budgot Review Chacklist A checklist to assist in reviewing a position permanent budget

WVacant/To Be Hired (TBH) A form for depar ats/division to submit when creating vacant & to-be hired positions

CALIFORNIA STATE UNIVERSIT

FULLERTON | Paving the Road for

—— —————— —~ | Student Success
ADMINISTRATION AND FINANCE



http://resourceplanning.fullerton.edu/forms/Default.php

Budget Transfer Overview

U

BUDGET OPERATIONS

2
Approver receives email. If Receives approval email.
Requester complatas approved. emails BTR fo Verifies appropriate
Budget Transfer Request Budget Operations. approver and funds are
(BTR) and emails it to available for transfer.
Approver. OrR
L o TR
e Dieseand)
If request returned. BTR is mailed back to Requester
ey,
Jau-r;‘al 0001234567
p—
——
Budget Operations transfers the
Requester and Approver budget as requasted and emails the
receive email budget fransfer journal ID to Approver and Reqguester.

has been completed.
NOTE: Budget Operations can return
to department if request cannot be
processed.

ALIFORNIA STATE UNIVERS

FULLERTON | Paving the Road for

—— ——— = - '~ " | Student Success
AINISTRATION AND FINANCE




http://resourceplanning.fullerton.edu/forms/
Default.php

Payroll
Expense

,d FULLERTON —
Transfers (PET) o e
—— Y p——
Deadline: S PN - ) o 8 Y = == Y = == 1~ I )
Friday,
June 2, 2023 — |
at 5:00 pm — —

‘ORNIA STATE UNIVERSITY

ULLERTON Paving the Road for

— - ——— = =" | Student Success
ADMINISTRATION AND FINANCE



http://resourceplanning.fullerton.edu/forms/Default.php

FY 2023 Baseline Budget

Divisional Financial Managers can expect to see their
respective FY 2023 Baseline Budgets as of year end June

Any changes may be submitted on a Budget Transfer
Request (BTR) for processing in August 2023.

e JRNIA STATE UNIVERSITY
LLERTON Paving the Road for

- - | Student Success
ATION AND FINANCE



Preparing for Year-End Close
Activities

Plan early
Watch out for deadlines (PLEASE DO NOT wait until the last
minute!!!)
Spread the word
Visit the ASFR website frequently
https://adminfin.fullerton.edu/finance/asfr/
Review and update Delegation of Authority

Submit approved forms via email with appropriate back-up
documentation

VV VYV

Y VY

DRNIA STATE UNIVERSITY

LLERTON Paving the Road for
— - | Student Success
ISTRATION AND FINANCE



https://adminfin.fullerton.edu/finance/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, THELS, THEOC, SSFGF, TADxx, etc.

Rew/Exp (CFS)
e S P P e ————
Tical Yea Accounting Period
Eit x
] Acoomnt Program Class Project
W - z. =
Devision Sub-Division/ College  Mater Department  Department
e t - it b x| 18083 - Aendems v ooy | Besetw
Revenue/ Expense Summary Report
Burinms Uit = FLCMP, Frizal Yoar = 2018, Y70 Pariod =
[ of Records
Dot Fend zzzun et Dipnes Pragram ] [t o
Dept 1D Fusd coust [ Bateios Busger Revibed Budger Cusent Peswod Artus | Cuirest Yew Atesis Eacusbessie Pre Enusbisnce Budget Balasce Avalsble
10003 o 80503 Ceoeral Sorvicen F (X7 LX) a0 800
S Tatal I 0o .00 oo 0.00] 0.00 | o | 0.00
S Totad| a.bh 060 () o.00| .| s 0.00
10003 Total | | 0.00 000 a0 voo 0.00 | a0 0.00
tarand Tatal 1 | a0 000 | R 0.0 000 | Qe 0.00

FORNIA STATE UNIVERSITY

w Paving the Road for

- Student Success
T'RATION AND FINANCE




Preparing for Year-End Close
Activities

XS

*%

Submit travel expenses in Concur

Approve travel expenses in Concur

Reconcile PCD in Concur

Submit Federal work study adjustments by Monday, July 3, 2023

Deposit all checks at the Cashier’s Office especially the ones
Issued by ASI, ASC or CSFPF

*e

*%

*e

*%

e

*%

*e

*%

"_ of the Year

Paving the Road for
Student Success

ADMINISTRATION AND FINANCE



Year-End Close Contacts

DEPTILOC CONTACTS EXT EMAIL/DL
Accounting Services & Financial Reporting |Lynn Gafac 8474
CP-300 Justin Chan 8371 ASFR@fullerton.edu
Accounts Payable Kathleen Cariaga 3339 |AP@fullerton.edu
CP-300
E‘E?gg'[,“e Planning & Budget Joe Lipnisky 7392 |Budget@fullerton.edu
Cashiers Joyce Cross 3656 .
GH-180 Diana Janzen 4248 Cashiers@fullerton.edu
-|(-3_ ?TBEE: Receiving Anthony Sinopaoli 2524 |asinopoli@fullerton.edu
Nelson Nagai 2413

80Pn:t}rggt s & Procurement Sally Yassine 5492 |DL-C and P@fullerton.edu

B Alex Rosales 4503
Contracts & Procurement (E-Business) Rick Nelson 8357 Ebusiness@fullerton edu
CP-300 Cris Godines Jimenez | 3829 *
Information Technology Joe Luzzi 1251 |jizzi@fullerion edu
LH-717
IT Training ) .
PLN-130 Lori Arthur-Carmichael | 5792 |lathur@fullerton.edu
Payroll Services Susan sSmith 2386
CP-770 Ann Truong 2676 Payroli@fullerton.edu
Travel Operations .
CP-300 Zarita Moore 3543 | Travel@fullerdon.edu

IFORNIA STATE UNIVERSITY

Paving the Road for
Student Success

FULLERTON

ADMINISTRATION AND FINANCE







Announcements

Cash Posting Order (CPO) Name Change -> Interagency Financial Transaction (IFT)

e T L The-Chancellor’'s-Office-anticipates-the change
MM;-'.E‘-_ HE CHANCERLOR
401 Gokgen Brhorw. 30 Floar
R from-CRO-toH-Tto-occuratthe-end-of- March

8/17/2021

Value
Date:
Comrection
Date:

To: Financial Managers

Accounting Officers

Budget Officers . | I I

From:  Anasheh Begijani
Assistant Manager, Accounting

PO Request <share@calstate.edu>
Subject:  Fy21/22 Q1 Centrally Paid Indirect Costs {Cmps-C0) |External] CPO 21-0061 FY21/22 Q1 Centrally Paid Indirect Costs (Cmps-C0O) has been Distributed
[ pL-Budget; [E BL-Accounting

The Chancellor’s Office has executed a transaction affecting your campus’ Systemwide

Investment Fund - Trust (SWIFT) account. This transaction is for the Chancellor's Office to _

collect from campuses fiscal year 2021/2022 Q1 centrally paid indirect costs, per attached.
Re: Financial Services Coded Memo FS 2021-01,

Dear Users,
The journal entries to record this transaction in the following FIRMS object codes and Trust
Fund 0948 are as follows: This email is to notify you that CPO 21-0061 FY21/22 Q1 Centrally Paid Indirect Costs
(Cmps-CO) has been distributed,
Recelving Agency Accounting Entry
Debit 101100 Cash - Shert Term Investment Accounting departments, please record this transaction according to the accounting
Credit See CPIC Summary Schedule instructions included on the CPO "Memo Page." With the appropriate access, CPO

transaction should also be reconciled monthly with the Bank of CSU.
Remitting Agency Accounting Entry
Debit See CPIC Summary Schedule Click HERE to view CPO.

Credit 101100  Cash - Short Term Investment R .
Should you have any questions, please email cporequest@calstate.edu.

Accounting Notes: Thank you,

CO CPO Team
Office of the Chancellor

ALIFORNIA STATE UNIVERSITY

FULLERTON | Paving the Road for

- - | Student Success
RATION AND FINANCE




Announcements

BURUTIERION  chanField Request Form

1. Select one:
C Add " Modify " Inactive " Reactivate
2. Select one ChartFiald
" Account " Fund " DeptiD  Program CClass € Project
that the Ch ot exist?
(" Yes " No
modify,
I [ II III I I [ ] II I II [T I [ II I II I III II [T[T]
mmmmmmmmm
£ Payeoll costs apply? please indicate the ChartFields t

e o I IJI [ III [ II I II I I I I I II [ III II [TTT1]
lect the il id:

9. Purposa (If Project, please indude Funding Source]:

10.Project ONLY:  Start Date: immidel/yyyy):

11. Will there be any revenus to this new ChartField?
CYes No

2. yes

Form Approval:
LY

Requested by:
et Finihame Tae E¥iension
i At RGme Tte e
15. Division:
Pt hame Etend
Central Office Use Only:
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Announcements

Accounting Updates Email Subscription

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

Financial Services and Administrative Systems

Accounting Services and Financial Reporting

SERVICES  FORMS  POLICIES EMENTS

CONTACT US

\é/ l‘_ﬁl@ ey e . e

Fllinen £ ss20
llerton, CA 52834 6608
SERVICES MONTH/YEAR-END CLOSE

« Cash Posting Order (CPO) « Accounting Updates

« Expenditure Transfer Request (ETR) « CFS Open Periods

= Request for Invoice (RFI) s Month-End Close Schedule

s More S

ces.

—) RIBE TO UPDATES e

RECEIVE IMPORTANT ACCOUNTING INFORMATION

Receive updates on month-end close, year-end close, new chartfields & Chancellor's Office updates.

a % [ —

AWARD:

FORMS POLICIES

= Deposit or Reimbursement to University Account: = Capital Assets Guide &

« Expenditure Transfer Request (ETR) - Capital Projects (Funding for University Facilities) &

- Request for Invoice (RFI)
« Mare Policies...
- More Forms...
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Student Success



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

Announcements

Accounts Payable Updates Email Subscription

https://adminfin.fullerton.edu/finance/ap travel/

Financial Services and Admini

Accounts Payable and Tra\ el

SERaC FORMS  POUCES  GONGLRP  CONTACTUS  WRIATS NEW?

Have you moved? Send ap@fullerton edu your new address to ensure reimbursements are sent to the rignt place. Note: Addresses
must be updated an both Titan Online and to Accounts Payable

PAYMENTS TRAVEL

« Check Requests

"> ENROLL IN DIRECT DEPQSIT! »»

For non-payroll reimbursements

- @ SUBSCRIBE TO UPDATES

RECEIVE IMPORTANT AP/TRAVEL INFORMATION

FORMS POLICIES

ALIFORNIA STATE UNIVERSITY
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https://adminfin.fullerton.edu/finance/ap_travel/

Resources

https://adminfin.fullerton.edu/finance/

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

https://adminfin.fullerton.edu/finance/ap travel/

https://adminfin.fullerton.edu/cp/

https://resourceplanning.fullerton.edu/

https://hr.fullerton.edu/payroll/
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https://adminfin.fullerton.edu/finance/
https://adminfin.fullerton.edu/finance/asfr/
https://adminfin.fullerton.edu/finance/ap_travel/
https://adminfin.fullerton.edu/cp/
https://resourceplanning.fullerton.edu/
https://hr.fullerton.edu/payroll/

Resource Planning and Budget

KEEP Payroll Services
CALM

AND

Happy
Year End

Contracts and Procurement
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