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Agenda

1. Introduction

2. ASFR Forms

v Chartfield Request Form

v" Expenditure Transfer Request (ETR)

v" Request for Invoice (RFI)

v Deposit or Reimbursement to University Account

3. Announcements
4. Questions
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ASFR Forms

HTTPS://FINANCIALSERVICES.FULLERTON.EDU/CONTROLLER
/ASFR/SERVICES-FORMS-POLICIES/
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https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/

FOrms

Find out all of the services that Accounting Services & Financial Reporting provides, along with necessary
forms and important policies.

Search:

Forms

Chartfield Request Form

Forms
Deposit or Reimbursement
to University Account

Forms

Request for Invoice (RFI)

Forms

CSU Chargebacks Template

Forms
Deposit or Reimbursement
to University Account (PCD)

Forms

Service Provider Agreement

9 Topics '] Reset

Q Showing & items

® Open All ® Close All

Forms Collections —

Expenditure Transfer Request (ETR)

E Forms D Policies
Forms D Services
New Trust Account Agreement

D Employes

Reminder: Always download the latest version of the form.
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Chartfield Request Form

HTTPS://FINANCIALSERVICES.FULLERTON.EDU/CONTROLLER/ASER/
SERVICES-FORMS-POLICIES/?ITEMID=4158-B4F1-D31E68-11
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https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/?itemID=4158-b4f1-d31e68-11

Chartfield Request Form

https://financialservices.fullerton.edu/controller/asfr/se
rvices-forms-policies/?itemID=4158-b4f1-d31e68-11

» Request new chartfield
» Modify, reactivate or inactivate existing chartfield

Form:
https://afapps.fullerton.edu/AdobeSign/Chartfields.as

pXx

Processing Time: 2 business days after approval

CSUF Administration

and Finance


https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/?itemID=4158-b4f1-d31e68-11
https://afapps.fullerton.edu/AdobeSign/Chartfields.aspx

Chartfield Request FOrm (continued)

MANAGED BY RESOURCE

MANAGED BY ASFR: PLANNING AND BUDGET:

» Account » Department

» Fund » Class

» Program

» Project

Questions? Emaill Questions? Emaill
asfr@fullerton.edu. budget@fullerton.edu.
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Forms

Chartfield Request Form

unt, fund, department, t) or mod ‘eac or inactivate ar ting chartfield usin

Login to California State University, Fullerton
Usermname

Password

Login
\ elp logging in?
D wo-Factor Authentication (2FA) is required
1o login.

First time

my

Alumni
Alurmni click here

California Sta versity, Fullerton
Report emors

Accessing Chartfield Request Form
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| & ) scovesignroms J) crar ks |
Chartfields

Login Information

| Log Off

Select action: Account O Class ) Department C) Fund @ Program O Project

Signer Information - Program

Requestor Search

Department/Division Head

Submit Form
for Signature

Search

n Adobe Sign Forms Submission Confirmation

Submission Confirmation

Login Information

Thank you for submitting the Chartfield Request Form - PROGRAM. If you are the | Log OFf

requestor. you should receive an email to your preferred email from Adobe Sign to fill-

out and sign the form.

Submitting Chartfield Request Form

DIVISION OF

CSUF Administration

and Finance




Signature requested on "Chartfield Request Form - PROGRAM"

“ Renly | % Reply A )
@ Chartfields chartfieldsfullerton.edu via Adobe Acrobat D Reply D Reply Al 7 Forward
To

CSUF external service. Use caution and confirm sender.

Powered by
CALIFORNIA STATE UNIVERSITY Adobe
FULLERTON Acrobat Sign

Chartfields chartfields@fullerton.edu requests your
signature on
Chartfield Request Form - PROGRAM

Review and sign

After you sign Chartfield Request Form - PROGRAM, the agreement will be sent to
Lynn Ganac, Raymond Juanice, Lynn Ganac and asfr@fullerton.edu. Then, all par‘ties will be
notified.

Don't forward this email: If you don't want to sign, you can delegate to someone
else.

Submitting Chartfield Request Form

(continued)
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Powered by

Adobe @~
ﬁ FULLERTON Acrobat Sign
Options ~ Chartfield Request Form - PROGRAM Next Required [
CALIFORNIA STATE UNIVERSITY
FULLERTON ChartField Request Form - Program
Fimancial Services Irttp:/ finance. fullerton. ec
b 1. Select om::ir Add b Modify b Inactivate 5 Reactivate
Indicate value to modify, Inactlvate or reactlvate: I:I:I:I:I
Program (4)
New Program Code {leave blank If not known): | ] ] ] ]
Program (4)
*
2, Effective Date (07/01/20yy):
3.Short Description (10): |~
4. Long Description (30): |'t
5. Purpose:
6. Comments:
Form Approval:
Signature: L e *

Requested by: Email: +/ Bysigning, | agree to this document, the Con Disclosure and to utilize Click to Sign
Signature

electronic signatures.

Frint Name Extension

Department
Head:

Slgnature Print Name Extension

Completing Chartfield Request Form
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Completed: "Chartfield Request Form - PROGRAM"
) Reply 4 Reply All — Forward

@ CSU - California State University Fullerton via Adobe A
To

CSUF external service. Use caution and confirm sender.

Powered by
CALIFORMIA STATE UNIVERSITY Adobe
FULLERTON Acrobat Sign

All parties finished
Chartfield Request Form - PROGRAM

Open agreement

The agreement is completed between:

« CSU - California State University Fullerton

+ Raymond Juanico and 2 more

You can open the final agreement to review its activity history or
download a copy for reference. -

Completing Chartfield Request Form

(continued)
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Combination Edits (Quick FYI)

Please note that you may run into restrictions in
which chartfields can be used together.

» Account-Fund combos are subject to combination
edits that are managed by the Chancellor’s Office.

» EX. Accreditation Fees 660043 is not allowed
with TAOO2

» Department-Fund and Fund-Program combos
are subject to combination edits that are managed
by the campus.

» Dept-Fund Ex.: 10130-THOPR, 10181-THDO1 allowed
» Fund-Program Ex.: SSFGF-810x, TAOO2-xxxx required
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Expenditure Transfer Request
(ETR)

https://afapps.fullerton.edu/ETR/Login.aspx?ReturnUr
=96 2fETR%2f

B Services

Expenditure Transfer Request (ETR)

» Correct payment(s) from a purchase order (PO) that was set up with the wrong chartfield(s)

MOTE: If PO has remaining balance, submit a Change Crder Request form to Contracts & Procurement. Guidelines for setting

* Correcting keying errors for travel claims or check requests
* Allocate expenses between departments (one department pays for expense and then charges other departments)
* Bill another CSU Fullerton department for facility rental, insurance premium, etc

* Bill a CSU Fullerton Auxiliary Crganization by using 7xom billable program codes (invoices for billable ETR's are usually generated

on the 5th business day of the maonth)
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https://afapps.fullerton.edu/ETR/Login.aspx?ReturnUrl=%2fETR%2f

ETR App

https://afapps.fullerton.edu/ETR/Login.aspx?ReturnUr
=96 2fETR%2f

Cal State

University Controller

Accounting Services and Financial Reporting

ETR Login

Please enter your username and password

Username:

nghle

Password:

Login
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https://afapps.fullerton.edu/ETR/Login.aspx?ReturnUrl=%2fETR%2f

ETR App Features

» Built in workflow that sends emails to Requestor,
Approver and ASFR

» On demand inquiry tools

Search Reports by:

User Toolbox

Request ID Reference
W“;::;:“i’;‘sts Doc Src Line Desc
My Retured Requests JournalID Amount
Approve Decline Requestor Reason
Sent For Approval Status Date From/To
Search Reports Chartfield Type of Date
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ETR App Instructional Materials

ETR APP ASFR WEBSITE

Instructional Materials

User Toolbox

ETR User Guides

New Request * Logging In
My Draft Requests » ETR Navigation
_Hy__ﬁeturned R?HHESIS * How to Fill Out the ETR Request
Appro\re[}ecl II'IE * How to Cancel the ETR Request
Sent For Approval * ETR Rules

Search Reports

- Instructional Materials -

ETR Online Courses

= ETR User Online Training

= ETR Approver Online Training

https://financialservices.fullerton.edu/controller/asfr/ser
vices-forms-policies/?itemID=4957-a8df-d31e140-3
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Expenditure Transfer Request (ETR)

CSUF Journal Entry Upload Form Download Template

| Transfer Information Attach Backups

Instructions: This section must be filled out and saved before proceeding to Transfer Information. Complete all required sections.

Requestor's Department* Requestor's Email* Requestor's Phone & Ext.*
| 10005--Accounting & Financial Rpting v | nghle@fullerton edu 657-278-4524

Optional CC Email Addresses: (Seperate by semicolon and no spaces! |d@fullerton edu:sc@fullerton edu})

slenguyen@fullerton.edu

Reason for Request*

To transfer Postage Chargeback from department 10230 to 10078

Approver's Department* Select Approver*
10005--Accounting & Financial Rpting v ‘ Lynn Ganac ~ Iganac@fullerton.edu v
Requestor Signature* Request Date*
Nghia Le 01/13/2025
Requestor Comment:
The charges were accidentally post to the wrong department
#~

ETR App — Requestor

Information
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Requestor Information | Transfer Information Attach Backups

Fill aut the appropriate chamfeld information

You can also use the Download Template link at the top rghi 1o help upicad chartiield informaton
It is. requered 1o add ai keast two rows before submission

Once you complete 1his SeClion, proceed 1o he Altach Backups 1ab

Balance: Balanced Total: 0.00

Excel Upload | Choose Flke | Mo file chosen Upioad

Account Fund Department

lec] . Select " Select

Program Class Project

Sojac] v Splact . Splect

Line Description Heference (PL)) Amount

ETR App - Transfer Information
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Requestor Information Transfer Information

Valid file types: txt, pdf, doc, docx, csv, xIs, xisx, jpg, png, gif.

Attach at least one back-up document (if applicable, attach OBIEE Actual Details report).

Document | Choose File | No file chosen

co s

ETR App — Attach Backups
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User Toolbox

Expenditure Transfer Request (ETR)

Pending Your Approval - Approve or Decline

This page is mainly for approvers. In this page, you will see all requests pending your approval, and requests you previously approved.

ETR App — Approve / Decline
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Line Description

Reference
(Vendor name, Student name, or Aux Org PO Nos.* (10)
etc.) (30) 9
AP Voucher Vendor Name & Invoice or Purchase Journal D
Order APVi433165

Spinitar fnv 9339593 or PO 20157

AP Travel (Concur) Vendor Mame & Expense Descr Journal 1D
James Jones Per Day Meal APV1430560
AP Travel Vendor Name & Travel Destination TR Mumber
Jimmy Smith China TR180290
PCD Travel (Concur) PCD Heolder Name & Merchant Mame Journal ID or Exp ID
Jascn Williams Marriott PCDA438285 or EID 9313
Chargebacks Ln Descr or Reference or Reference 1 Journal ID
IFT IFT Descr IFT Mumber
Foo Billable Vendor Name & Invoice or Jouwrnal 1D Purchase Order (for Auxiliary

Organizations)

Examples for ETR Line Description
and Reference Fields
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Reason for Request: Reclassify travel expenses paid by p-card for Amy Jones from department 10005
to 10118

OBIEE Actuals Detail Report

Document lowrnal L Reference | Fiscal
Dept Il Fund | Accownt Acct Desqr Da Sr¢| Document 1D Date Journal 1D Date | Mumber|Ln Descr|  Reference Reference 1 2 Year |Perlod| Actuals
MARRIOTT FULLERTOM;P-Card Travel
AMY May 2022; Lodging; Hotel stay for AMY
10005 THEFD | 606001 | Travel-In State |C5U  |CHBK137408 | 7/25/2022|PCD2002723 | 8/1/2022| 1627 [JOMES |Exp 1D: 50518 |Commencement 04,/27/2022 JONES | 2022 2| 596,00
| MARRIOTT FULLERTOM:P-Card Travel |
AN May 2022; Lodging Tax; Hotel stay AMY
10005 | THEFD | 606001 | Travel-In State [CSU  |CHBK137408 | 7/25/2022(PCD2002723 | 8/1/2022| 1629|JONES |Exp ID: 50518 |for Commencement 04/27 /2022 JOMES | 2022 2| 6835 |

ETR Section IV [Transfer Information)

IV. Transfer Information Check/Total: 0.00 0.00

Acct. Fund. Dpt. Program Class Project Line Description Reference Amount
606001 THEFD 10005 O 0 0 Amy Jones MARRIOTT FULLERTON  PCD2002723 -596.00
606001 THEFD 10118 0’0 0 Amy Jones MARRIOTT FULLERTON  PCD2002723 596.00

ETR Example# 1 — Reclassify
Travel Expense
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Reason for Request: Bill Philanthropic Foundation (CSFPF) $8.86 for FEDEX charges

OBIEE Actuals Detail Report

Doc | Document | Document Vendor / Vendor /| Fiscal

DeptlD| Fund |Account| Src D Date Journal Il |Journal Date| Ln Descr | Invoice ID | Customer ID| Customer Name | Reference | Year |Pd|Actuals
10005|THEFD | 660001|VCH 231093| 8/14/2020|APV1671732| 8/26/2020|DP20000 | 709425766 33|FEDEX 17567 2020| 2| B.86
10005|THEFD | 660001|VCH 231528 9M4/2020(APV1680353 | 9ME/2020|(DP200000 | 711365276 33|FEDEX 17623 2020| 3| B.86
10005|THEFD | 660001|VCH 231815( 9M18/2020(APY1686016 | 10M/2020{DP200000 | 712616478 33|FEDEX 17674 2020| 4| 8.93
26.65

ETR Section IV (Transfer Information)
IV. Transfer Information Check/Total: 0.00 0.00
Acct. Fund, Dpt. Program Class Project Line Description Reference Amount

L | L L
660899 THEFD 11244 7806 0 0 V#231093 FEDEX P20-626 8.80
660001 THEFD 10005 O 0 0 V#231093 FEDEX _—" P20-626 -8.86
Reminder:

Department must request Purchase Order (PO) from Auxiliary Organization before submitting ETR

Chartfields to use to bill Auxiliary Organizations (billable goods only)
ASI: use 660835-THEFD-10021-7xxx
ASC: use 660833-THEFD-10297-7xxx
CS5FPF: use 660853-THEFD-11244-7xxx

ETR Example# 2 — Bill Auxiliary
Organization
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Reason for Request: Add program code 5459 to H Huynh's travel reimbursement

OBIEE Actuals Detail Report

Vendor | | Vendorf |
Do Document Ln Cusiomer | Customer Relerence
| Dept iR Famd r|1.:i|M.|I et By | A 1 Dewurment Wk | hate paurnal Bk jemrmad Date Hllmlwr‘ L Deeser 1 Iz By [15] Mamp .lh-fvwm_rr .4 Fiscal Yoar | Peicd ﬂ.l,!ll.ll\_
HUYEH
10005 | THEFD | 606001 | Travel-In State | VCH PE1160| 4727/ 2023 |APV2ITI1EL | 6730/ 2023 1|Farking 55379 1216 |HUYNH H0AT5|EXT 2022 12| 20.00
HUYEM
10005 | THEFD | 606001 | Travel-In State | WCH 261160 4727/ 3023 |APV21T3181 | 6/ 30/ 3023 2 |Parking 55379 1216 (HUYNH 20875 EXT 2022 12| 20.00

ETR Section IV (Transfer Information)

coo]  ooo

Acct. Fund. Dpt. Program Class Project Line Description Reference Amount
606001 THEFD 10005 5459 O 0 H Huynh Parking Inv #55379 APV2173181 20.00
'606001 THEFD 10005 5459 O (" H Huynh Parking Inv #55379 APV2173181 20.00
'606001 THEFD 10005 © o [ H Huynh Parking Inv #55379 APV2173181 -20.00
'606001 THEFD 10005 O ( (" H Huynh Parking Inv #55379 APV2173181 -20.00

OR

Acct. Fund. Dpt. Program Class Project Line Description Reference Amount
'606001 THEFD 10005 5458 O 0 H Huynh Parking Inv #55379 APV2173181 20.00
606001 THEFD 10005 O () () H Huynh Parking Inv #55379 APV2173181 -20.00
'EAC'EDC']. THEFL '_'lDl.':.'ﬂﬁ .51':59 'E:' 1] H Huynh P‘b'klﬁg Inv 855379 APV21T731E81 20000
606001 THEFD 10005 O 0 0 H Huynh Parking Inv #55379 APV2173181 .20.00

ETR Example# 3 — Add
program code
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Reason for Request: Add class code 20002 to IFT 23-0037

OBIEE Actuals Detail Report

Dept | | Dioe Diocwrmient Ln Fiscal

[ i] Fond | Account Aot Desor Class| Src | Document ID [hate kournal ID | lowrnal Dube | Mumber Ln Deser Rederence Year Pericsd Bctualy
10005 THEFD)| 660848 | Registration Fee |- AEM [DDOZIBOTIE| 7/19/2023( 2180716] 7192023 1|JUMEZS EFQ/DFD MTG-J HUYNH  [IFT230037 2023 1 175.00
10005 THEFD| 660848 | Registration Fee |- AEM |0DD2212295| 9/15/2023| 2212295)9/15/ 2023 7| Leadership Acad: ) Ramirez IFT230287 2023 3| 100000

ETR Section IV [Transfer Information)

. Transfer Information Chedk/Total: 0.00 0.00

Acct. Fund. Dpt. Program Class Project Line Description Reference Amount
'660848 THEFD 10005 O 20002 0 IFT 23-0037 J Huynh 0002180716 175.00
660848 THEFD 10005 © 0 0 IFT 23-0037 J Huynh ‘0002180716 .175.00

ETR Example# 4 — Add class
code

DIVISION OF

CSUF Administration

and Finance




ETR Example# 5 — Reclassifying
Prior Year Expense

Reason for Request: Move prior year expenses from THEFD to SW001

OBIEE Actuals Detail Report

Depa ID| Fund | Account Acct Descr Dot S | Documsent | Daooumsent Joumal 10 Jowsnial Date Ln Desie I B Vendor/ Customer | Belereme Reference I Fiscal | Period | Actuals
L] Diate HName i
10005 | THEFD | 660003 | General Services |VCH  [00251611)  3/31/2022|APV2024246 | 9,78/ 2022 | 1098T Services  |220E51F EDUCATIOMNAL 19837| PO DOOD25629 2022 3l &l0
including proc COMPUTER
| SYSTEMS INC |
10005 | THEFD | 660003 | General Servioes | VCH IE'ID]SB-!-E"EI 7712022 |APVZ128556 | 4/27/2023 |Service Order:  |22070551  |SECTRAM 20540| PO DO0O02 6698 2022 10| 740.72
Armored Car Tra SECURITY INC

EiI'H Section IV [Transfer Information)

M. Transfer Information Chedk/Total: 0.00 0.00

Acct. Fund. Dpt. Frogram Class Project Line Description Reference Amount
rEEDIIJ.Z SWoOO1 G.U'II."E 'l-:l rl:l rﬂ 660003 Educ Computer I§220351F APV2024246 610
'600002 THEFD 10005 O (" 0 660003 Educ Computer 18220351F APV2024246 -6.10
600002 SWOO1 10005 O o [ 660003 Sectran Sec 1422070551  APV2128556 740.72
600002 THEFD 10005 O [ [ 660003 Sectran Sec 1422070551  APV2128556 740.72

Note: Prior year expense adjustments will be posted to
account 690002.
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New ETR Requirement for
Restricted Funds

Summary of Recommendations and Corrective Action

RECOMMENDATION RECOMMENDATION

Aa

Establish a process to review expense transfer requests for compliance with fund
restrictions.

When transferring expenses to restricted funds such as
lottery (TLDxx),student success fee (SSFGF) and IRA
(TAOO02), a copy of the original document (invoice, check
request, etc.) must be submitted in addition to OBIEE backup.

Example: REQ ID: 1723 - Move honorarium expense for A
Smith from THEFD to TA0OO2

CSUF Administration
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New ETR Requirement for
Restricted Funds (continued)

Example: REQ ID: 1723 - Move honorarium expense
for A Smith from THEFD to TAOO2

Business Unit = FLCMP , Fiscal Year = 2023 , Period = Period 3 to Period 3
Total Number of Records Retrieved = 1

Dept | Fund Account | Acct Descr | Program | Class | Project | Doc | Document | Document | Joumnal 1D Journal Ln Ln Descr | Invoice  Vendar/Customer | VendorCustomer  Reference Referenca  Referance
Src | ID Date Date Mumber [n} 1D Name 1 2
s | THEFD 680832 Honorariums 3232 - VCH | 00263106 | &/30/2023 | APVZZ08188 | 9/15/2023 1| DP230218 | DB30Z3 0000021758 Ak Serih 0000021213 | - ONL

THEFD
Total

Honorarium expense was originally paid using THEFD,
when submitting ETR to transfer from THEFD to TAOO2,
submit a copy of Invoice 082023 (paid via Check Request
to Adam Smith).

ETR will not be processed without a copy of the invoice.
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311,250,00

1,250.00

1,250.00
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B C D E F G H I J K L M N O P |Q R 5

DeptID | Fund |Account| Document |D |Document| Journal ID Journal Ln Descr Invoice ID | Vendor / | Vendor/ |Reference Reference 1 Reference| Fiscal |Pd|Actuals
Date Date Customer | Customer 2 Year
2 D Name
10005|THEFD | 606002|CHBK 133598 | 7/25/2019|PCD1494801 | 8/1/2019|LYNN GANAC |- - - ExpID: |HARD ROCKHOTEL;P- [LYNN 2019 2| 482

24003 Card Travel May 2019; GAMAC
Lodging Tax; Reconciling

P?Card expenses paid for
other employee
3 05/03/2019
10005/ THEFD | 606001 216743|5/16/2019|APV1476836 | 7/16/2019|Parking 25246 6286(LYNN 16273 - 2019] 1] 11.00
4 GANAC
5
: Check / Total I
ec otal: ! _
8 Line Description Reference or Aux Ora -LEN(B1 1 )
J (Vendor name, Student name, etc.) (30) % PO Nos. * (10) ~
10 FORMULAS: TEXT LENGTH
11 Exp ID: 24003 LYNN GAN HARD RO PCD1494801 | =LEFT(M3&" "&LEFT(I3,8)&" "&N3,30) 30 10
12 LYNN GANAC 25246 Parking APV1476836 | =LEFT(L4&" "&J4&" "&l4,30) 24 10
13
14 Exp ID: 24003 LYNN GAN HARD ROCK PCD1494801 | =M3&" "&LEFT(I3,8)&" "&N3 139 10
15 IHOTEL;P-Card Travel May 2019; Lodging Tax;
16 Reconciling P?Card expenses paid for other
17 employee 05/03/2019
18 LYNN GANAC 25246 Parking APV1476836 | =L4&" "&J4&" "&I4 24 10

Excel Tips — Join/Concatenate
Formula
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a | 8 | ¢ | po [ E | F G H ol k] L |m

1 |How do we move the debits and credits side by side?

Reference

or Aux Org

Account Fund Code Dept Program Class Project Line Description PO Nos. *
2 (&) 15} 5 4 5 8} (Vendor name, Student name, etc.] [30) {10} Amount Step 1 Step2  Step 3
3 |660003 [THEFD [10065 LINE 1 1000 1 =1
4 1660003 [THEFD [10064 LIME 2 2000] 3 =J3+2
5 |660003 [THEFD |10064 LIME 3 3000] 5 =J4+2
6 |660003 [THEFD |10065 LIME 4 4000 7 =J5+42
7 |660003 [THEFD [10065 LIME 5 5000 9 =J6+2
8 |660003 [THEFD |10064 LIME & 6000 | 11 =JT+2
9 |660003 [THEFD |10064 LIME 7 7000] 13 =J8+2
10 (660003 |THEFD |10065 LIME 8 3000 15 =J9+2
11 (660003 |THEFD |10065 LIME 9 9000 17 =J10+2
12 [660003 |THEFD |10065 LIMNE 10 10000| 19 =J11+2
13 [660003 |THEFD |10065 LIME 11 11000 | 21 =J12+42
14 [660003 |THEFD |10065 LINE 12 12000 | 23 =J13+2
15 [660003 |THEFD |10005 LIME 1 (1000} 2 =J14+2 =2
16 [660003 |THEFD (10005 LIME 2 (2000) 4 =J15+2
17 [660003 |THEFD (10005 LIME 3 (3000) & =J16+2
15 [660003 |THEFD 10005 LIME 4 (4000) & =J17+2
19 [660003 |THEFD 10005 LIME 5 (50.00) 10 =J18+2
20 [660003 |THEFD |10005 LIME 6 (6000) 12 =J19+2
21 [660003 |THEFD |10005 LIME 7 (T000) 14 =J20+2
22 |660003 |THEFD |10005 LIME 8 (80.00)| 16 =J21+2
23 [660003 |THEFD |10005 LIME 9 (90.00) 18 =J22+42
24 [660003 |THEFD |10005 LINE 10 (100.00)( 20 =J23+2
25 [660003 |THEFD |10005 LIMNE 11 (110.00)f 22 =J24+2
26 (660003 |THEFD |10005 LINE 12 (12000} 24 =J25+42
27
25 1.In Cell J3, type 1
25 2.In Cell J4, add formula =J3+2 and copy down until Cell J26

30 3.In Cell J15 where the credit starts, type 2
31 4. Copy Paste Special Values Column J
32 |5. Sort Rows 3 to 26 by Column J

Excel Tips — Sorting Debit (+)
and Credit (-) Lines
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A B C D E F G H J
1 |Result
Reference
orAux Org
Account | FundCode Dept Program Class Project Line Description PO Nos. *
2 (&) 5) [5) 4) 5) (8) [Vendor name, Student name, etc. ) (30) (10} Amount
3 |660003 |THEFD 10065 LINEA 10,00 | 1
4 |660003 |[THEFD 10005 LINE 1 (10,00 2
5 |660003  |THEFD 10065 LINE 2 2000 3
6 |660003 |THEFD 10005 LINE 2 2000y 4
7 |660003 |THEFD 10065 LINE 3 3000| 5
& |660003 |THEFD 10005 LINE3 (30.00) 6
9 |660003 |THEFD 10065 LINE 4 4000 | 7
10 |660003 | THEFD 10005 LINE 4 4000y &
11 |660003  |THEFD 10065 LINES 2000 9
12 |660003 |THEFD 10005 LINE S (50.00y 10
13 |660003 |THEFD 10065 LINEG 6000 | 11
14 |660003 | THEFD 10005 LINEG (60.00) 12
15 |660003 |THEFD 10065 LINET 7000 | 13
16 |660003 |THEFD 10005 LINET (70.00) 14
17 |660003 |THEFD 10065 LINES 80.00 | 15
18 |660003 |THEFD 10005 LINE & (80.00y 16
19 |660003 |THEFD 10065 LINES 00.00 | A7
20 660003 |THEFD 10005 LINES 90,00y 18
21 |660003  |THEFD 10065 LINE 10 100.00 | 19
22 |660003  |THEFD 10005 LINE 10O (100.00)| 20
23 |660003  |THEFD 10065 LINE 11 110,00 | 21
24 |66000D3 |THEFD 10005 LINE 11 (110.00) 22
25 660003 |THEFD 10065 LINE12 12000 | 23
26 |66000D3  |THEFD 10005 LINE12 (120.00)| 24

Excel Tips — Sorting Debit (+)
and Cred|t (') LineS (continued)

CSUF
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Request For Invoice (RFI) Form

https://financialservices.fullerton.edu/controller/asfr/se
rvices-forms-policies/forms/request-for-invoice.xlsx

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

REQUEST FOR INVOICE

The Request for Invoice Form is an invoice form submiited by CSUF staff to: (1) requesi reimbursement for an expense that’s already been made (abatement) or (2) record accounts receivable/revenue.
[Note: Auxiliary Organizations billing is posted to revenue account 580095 and fund THERE. Upon receipt of this completed form, Accounting Services will invoice Auxiliary Organizations and other 3rd
party organizations on your behalf. Piease send the original 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 Services.

Please note that only Accounting Services may inveoice or bill on behalf of the University.

I. Requester Information

ll. Reason for Request

Reimbursement for Digital Print Service (DPS) Chargebacks, Fiscal Year 2023-2024

lll. Authorizing Signature(s)
Print/Type Name John Doe Authorized Signer of Account(s) .; Dse Date 01/09/2025

IV. Bill To Information

Customer ID: - . N

For New Customer Only

Name: Contact:
Address 1: E-mail:
Address 2: Phone: Fax:
- State: Zip Code:
Line Infoermatiol
Invoice Type Expense Type - PO Number
(select from (select from g::::ﬂle:: (required for ASC, AS| and Philanthropic ATJ:;I“
drop down list) drop down list) F i
Reimbursement Misc: Other DPS Chargebacks 25AX0101 $ 3,000.00

VI. Credit Information
Account (8) Fund Code (5) Dept (5) Program (4) Class (5) Project (8) Amount
617001 THEFD 10357 $ 3,000.00

DIVISION OF
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https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/forms/request-for-invoice.xlsx

Request for Invoice (RFI) -
Usage

A Regquest for Invoice (RFI) is an on-demand request
to bill auxiliary organizations or external entities (non-
student billing).

CSUF

» For an e>goense reimbursement that has already
been made (abatement).

» To record accounts receivable/revenue (non-
student).

Note: When an invoice is generated by ASFR,
revenue Is immediately posted to the department;
there i1s no need to walit for the customer to pay the
Invoice.

Administration
and Finance


https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/?itemID=4957-a8df-d31e189-5

Request for Invoice (RFI) -
Usage (continued)

A Request for Invoice (RFI) cannot be used:

» To bill another CSUF department

» Use the Expenditure Transfer Request (ETR)
app instead

» To bill another California State University (CSU) or
the Chancellor’s Office (CO)

> Initiate an Interagency Financial Transaction
(IFT) instead

CSUF Administration

and Finance


https://afapps.fullerton.edu/ETR/Login.aspx
https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/?itemID=4957-a8df-d31e116-2

Common Types of Transactions

Invoicing to outside agencies, vendors or individuals for activities or services performed (such
as live scan or fingerprinting service, academic advising)

Invoicing campus auxiliary organizations:

o Auxiliary Services Corporation (ASC)
o Associated Students, Inc. (ASI)
o Cal State Fullerton Philanthropic Foundation (CSFPF)

University facility rentals (such as Housing room rental, Desert Studies facility usage, Alumni
House rental, Baseball field rental, etc.)

Expense abatements

Request for Invoice (RFI) —
Usage (continued)
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Request for Invoice (RFI) — AR Policy

Only ASFR can generate invoices on behalf of the
campus in order to comply with the Chancellor’s
Office’s (CQO’s) requirements for recording receivables.

Origination 12/16/2013 Qwner  Kitchell, Jeni:
Azzt VC FAB
Effective 10/452023 Admin/Contralle
r
Reviewed 10/4/2023
Area  Business and
Next Review 10/372024 Finance
Code ICSUAM
x3130.01

Accounts Receivable Management

l. Policy =

It is the policy of the CSU that each university maintains policies and procedures for the management of their accounts receivable in order to ensure the following:
= Funds are safequarded 1o prevent loss of revenue.
= Proper segregation of duties are in place.
« Balances are converled to cash in a timely manner.
q + Amounts due to the CSU are accounted for and properly recorded as receivables in the general ledger.
» Proper collection procedures are followed and that collection efforts are pursued on debts and accounts receivable balances that are valid and past due.
* Periodic analysis is performed to ensure the proper recording of a provision for uncollectable accounts

« [Debts and accounts receivable balances determined 1o be uncollectible are written-off in a timely manner with the proper approval
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Biling Process for Contracts

Do you have any of the following?

» Auxiliary Organization operating agreements
» Revenue generating contracts

» Game guarantees

» Memorandum of Understanding (MOU)

CSUF Administration

and Finance



Biling Process for Contracts

(continued)

1. Please work with Contracts & Procurement as is
the usual process for all contracts. Submit a
contract request through the

Contract Request Application page:
https://financialservices.fullerton.edu/cp/services-

forms-policies/?1temID=4d38-bcae-d31e209-3

Set up a Contract

All contracts must meet the CSU's requirements to ensure procurement and contracting activities are in compliance with
applicable regulations. To begin the contract request process, follow these steps:

1. Gather all information (i.e. proposal, IT Authorization #) that will assist in the processing of the contract request.

DIVISION OF

CSUF | zpinirason


https://financialservices.fullerton.edu/cp/services-forms-policies/?itemID=4d38-bcae-d31e209-3

Biling Process for Contracts

(continued)

2. Contracts & Procurement will review and approve
/ deny your contract request.

i | 3. If your contract request (a) has been approved by

* Contracts & Procurement, (b) is financial in
nature, and (c) has terms outlining payment due
to the University, please submit a Request for
Invoice (RFI) to ASFR.

CSUF Administration

and Finance



Request for Invoice (RFI) —
General Information

» Processing time: 2 business days
» Invoice numbers always start with ASRXXXXX
» Payment Terms: Net 30

After the RFI is processed, a PDF copy of the invoice
IS provided to the requestor via email.

» If the customer is an Auxiliary Organization, the
Invoice Is emailed to them.

» If the customer is an external customer, the
Invoice Is mailed to them.

CSUF Administration
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RFI Requirements

» Form must be approved by the department that is
requesting the RFI. See Delegation of Authority
(DOA) for appropriate approver.

Delegation of Authority Status Report
Short Description ¥ Division ¥ Sub-Division/College ¥ Department ID ¥ Operator Name ¥
Short Description Division Sub-Division/College Department ID Operator Name Operator Type Effective Date Status# ™
Check Request Administration and Finance Financial Services 10005 Au-yeung,Michael Approver 05/01/2023
DOA Type —check Request Administration and Finance Financial Services 10005 Ganac,Lynn A Approver 01/01/2013
Requisition/Expense Transfer| Administration and Finance Financial Services 10005 Au-yeung,Michael Approver 05/01/2023

» Provide the external customer’s address and contact
Information on the RFI form (Section V).

Name: America on Track Contact: Mick H
Address 1: 300 5 Santa Ana Blvd E-mail: MickH@gmail.com
Address 2: Phone: T14-222-4444 Fax: |
City: Santa Ana | State: CA Zip Code: 92201

» When billing a CSUF Auxiliary Organization (ASC,
ASI, CSFPF), a Purchase Order (PO) issued from
them is required for the RFI.
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RFI Requirements — Supporting
Documents

For Expense Reimbursement (Abatement),

» Please provide an OBIEE Actuals Detail Report
showing the original expense.

For Revenue Billing,

» Please provide contract or agreement outlining
the terms of the service and indicating the
amount to be billed.

CSUF Administration
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RFI Example 1: Expense
Reimbursement (Abatement)

Reason for request: To bill ASC for DPS Chargebacks

lll. Authorizing Signature(s)
Print/ Type Name John Doe Authorized Signer of Account(s) .x Lose Date 01/09/2025

IV. Bill To Information

Customer ID: . N .

For New Customer Only

Name: Contact:
Address 1: E-mail:
Address 2: Phone: Fax:
City: State: Zip Code:
V. Bill Line Informatio
Invoice Type Expense Type — = PO Number
(select from (select from g:h.c;l:;::; {required for ASC, ASI and Philanthropic ATJ:;I“
drop down list) drop down list) _EW_
Reimbursement Misc: Other DPS Chargebacks | 25AX0101 | 5 3,000.00
VI. Credit Information
Account (6) Fund Code (5) Dept (5) Program (4) Class (5) Project (8) Amount
617001 THEFD 10357 5 3,000.00
Ln
Num
DeptID |Fund |Account |Acct Descr Program|Class | Project| Document ID |Journal ID  [Journal Date |ber |Reference |Reference 1 Reference 2 |Fiscal Year |Period |Actuals
Svcs from Other 1/10/2024
10357|THEFD | 617001|Funds/Agencies |- - - CHBK138000 |DPS2200009|2/29/20240:00| 703|lob 16666 |Digital Printing Services |- 2023 &| 3,000.00

When billing Auxiliary Organizations, a Purchase Order (PO) issued
from them is required for the RFI.
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RFI Example 2: Revenue

Reason for request: To bill Fresno College for room rental

lll. Authorizing Signature(s)
John Doe

Usdbn Dse

Authorized Signer of Account(s) Date 01/09/2025

Print/Type Name

IV. Bill To Information

Customer ID:
(if known)

For New Customer Only

Name: Fresno City College Contact: XYZ
Address 1: 1111 Fulton St E-mail: xyz@gmail.com
Address 2: Phone: Fax:
C Fresno State: CA Zip Code: 93721
Invoice Type Expense Type — PO Number
(select from {select from gi::ﬂ::: (required for ASC, ASl and Philanthropic AT";::“
drop down list) drop down list) F i
[Revenue Room Rental 2024 Summer Conference 2,000.00
Account (6) Fund Code (5) Dept (5) Program (4) Class (5) Project (8) Amount
504802 THOPR 10388 2,000.00

Contract / Aareement

Housing and Residential Engagement
California State University, Fullerton

Date: September 12, 2024
1509 East Campus Drive Invoice# 24-037
Fullerton, CA 92834

Phone (657) 278-2168 Fax (657) 278-3994

Official Business Name: Contact Name: Contact Phone:
Fresno City College (XXX) Xo06-XXXX
Business Address: .

1111 E Univeristy Ave, Fresno
CA 9372

Fresno, CA 93741 Xyz
Billing Coordinator: xyz

(30¢x) X00-XxXX xyz@gmail.com

Designated Signing Authority Name:
xyz@gmail.com

Description AMOUNT

Conference Check-infCheck-out: 7/14/24 11:00am - 7/17/24 11:00am (3-Nights)

DIVISION OF
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Invoice Payment Methods

» Cash
» Collected at Cashier Office

* Do not mail cash !!!

» Checks / Money Orders / Cashier’s Checks

« Make it out to “California State University,
Fullerton”

« Send to billing address listed on the invoice

--- Please return this portion of invoice with payment ——---e--e-ememeememeeeeeeue-

Total Amount Due: $1,000.00 Payable to:
Please include the following on the payment: California State University, Fullerton
Account No. 10003 Cashier's Office. GH 180
Invoice No. ASR26608 P.O. Box 6808
Fullerton, CA 92834-6808

» Credit cards are not accepted
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Outstanding Invoices

Once a month, ASFR assesses invoices that are
outstanding and reach out to the requestors of those
RFI's to notify that the customer has not yet paid.

For invoices billing Auxiliary Organizations, ASFR
directly contacts ASC, ASI, or CSFPF with an aging
report.

» If additional information is requested or if the
Invoice Is disputed, the requestor / department
will be contacted.

CSUF Administration
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Outstanding Invoices (continued)

Brief overview of some of the actions ASFR may
exercise regarding outstanding unpaid invoices:

» Malil Dunning letters to customers monthly

» Forward to collections via Student Business
Services (SBS) collections team

» Reverse invoice in CFS Finance; department
revenue or expense abatement will also be
reversed

CSUF Administration

and Finance



Outstanding Invoices — Dunning

Letters

When 30 days have passed since an invoice’s bill
date and it is still outstanding, a Dunning letter is
mailed to the customer to notify them.

Until the outstanding invoice is paid in full, the

customer will receive a Dunning letter every month.

Cal State Fullertos

Page 1 of 1

11/30/2024

| Account No, - |

Invoice Number | Line |

e |

o]
-3
B
2
4]
a

Total Balance Due:

Questions reg

Cal State Ful

Dear Valued Customer

As stated on your last letter, all or part of your invoice balance is now 60 days past due. Prompt payment is expected.

T
Invoice Number I Line | Balance Due Date Days Late
ASREEEE 0 ] 9/7/2024 54
ASREEEN ] 0/10/2024

Total Balance Due: [

arding your balance can be directed to Accounting Services and Financial Reporting at asfr@fullerton.edu

Questions regarding your balance can be directed to Accounting Services and Financial Reporting at asfr@fullerton.edu
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Salary Adjustments
Current and Prior Year (excluding Faculty Release Time (FRT))

Scenario (Non-Billable Transactions) ETR PET
Add/update class code only Yes No ]
Add/update program code only (non-7xxx) Yes No ETR
Department change No Yes* Expenditure
Fund change No Yes*
Transfer Request
Scenario (Billable Transactions) ETR PET RFI
Bill Auxiliary Organization (ASC, ASl or PET
CSFPF) using 7xxx program code Yes** No No Paer” Expenditure
Bill external entity {no 7xxx program code) No No Yes
Transfer
* PET will NOT be processed if it will cause an abnormal balance in current year balances
{ledger).
** For permanent changes (ex. split funding with Auxiliary Organization, salary posted RFI .
to the wrong department or fund, etc.), submit a Position Action Form and PET if a Request for Invoice
portion of wages/benefits were posted to the incorrect chartfield.

Note:

1. Prior year salary adjustments processed via ETR will be posted to account 690002.

2. If department or fund is changed as well as class or program being added/updated at
the same time, a PET should be submitted since this is affecting department/fund.

Salary Adjustments (ETR vs PET
vs RFI)
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Deposit or Reimbursement to
University Account




Deposit or Reimbursement to
University Account Forms

https://financialservices.fullerton.edu/controller/asfr/ser
vices-forms-policies/?itemID=4158-b4f1-d31e140-14

Forms Forms Forms
Chartfield quest Form CSU Chargebacks Template Expenditure Transfer
Request (ETR)
Forms orms Forms
l;epusit or Reimbursement Fepnsit or Reimbursement New Trust Account Agreement
to University Account to University Account (PCD)

Forms Forms

Request for Invoice (RFl) Service Provider Agreement

https://financialservices.fullerton.edu/controller/asfr/ser
vices-forms-policies/?itemID=4158-b4f1-d31e165-15
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https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/?itemID=4158-b4f1-d31e140-14
https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/?itemID=4158-b4f1-d31e165-15

Item Code Description Account Fund Dept Program Class Project
55092 |Wireless Service 604802 Required | Required Optional Optional Optional
55081 [Travel - In State 606001 Required | Required Optional Ciptional Optional
55082 |Travel - Out of State 606002 Required | Required Optional Optional Optional
S5080 |Travel - International 606802 Required | Required Optional Ciptional Optional
S550585 |Postage and Freight Reimb 660001 Required | Required Optional Cptional Optional
S7050  |Unreconciled P-Card Expense 660898 Required | Required Optional Ciptional Optional

S4000 = |Yarous Bxoox expense acoounts other than 590093 | THEXT | Required | Optional | Optional | Optional
604802, 606001, 606002, 606802, 660001, 660898

* Expenditure Transfer Request Form required to offset 580093-THEXT against original expense

Important:
Each CASHNet transaction requires an Item Code which associates the payment with
a predefined chartfield string (account, fund, department, program, class or project).

Deposit or Reimbursement to
University Account Forms
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Example 1: Deposit or Reimbursement
to University Account Form

Scenario: PCD was used for a personal meal so employee had to reimburse
the university. PCD expense was posted to 660003-TA002-10005-3201 but
CASHNET deposit was posted to 580093-THEXT-10005-3201. ETR is required.

OBIEE ACTUALS DETAIL
Uinit nt|Fund |De m |Class [Pro ment Source |Doc ID te mal ID  JDate
FLCMP &60003 TADO02 10005 3201 CsU CHBK141131 1172572024 PCD246179T 12172024
FLCMP 580093  THEXT "10008 5201 csu CRES441120 11/20/2024 CRS2444148 11/20/2024
[Doc Line Descr JCsU Ref 1 |CSU Ref 2 Irear|Period] Amount |
MIRANDA BAILEY FULLERTON IC SUA 534 ISTANBUL CAFE 10/30v2024 2024 [ 25.39
MISC 54000 Basa1404 2024 5 (11.45)
CASHMET DEPOSIT
Dapt |Fund | Accoust | Acct Deser | Program | Class | Progect | Do | Ducumest IO | Docurmant | Joumal 1D | Jowmal | Ln Ln | Referance | Relerence | Retesnce I | Fracsl | Pencd | Astusis |
| 1 1 1 S | Datw 1 | Dratw | Mumibuger | (Drsior | 1 | Yaar | |
10005 | THEXT | SS006cH | Orfuier Mon- 3200 GO | CRSSAAT 120 | 112000 | CIESDEE 148 | 112002024 B3 | WSC | S4000 OS5 a0d | COMM 2024 LR RE -
cperatng CISALLOWED
[SE 30 S | P
THEXT [11.45)
Toesd |
ETR TO OFFSET 580093-THEXT-10005 AGAINST 660003-TADD2-10005-3201
. Transfer Information Check/Total: u.m] 0.00
Acct. Fund. Dpt. Program Class Project  Line Description Reference Amount
G60003 TADD2 10005 3201 Cisallowed-M Bailey-Instant Card CRS2444148 -11.45
580093 THEXT 10005 3201 Disallowed-M Bailey-Instant Card CRS2444148 11.45
ASFR: ASN: Updated the account from 606002 to 660003 because the original expense was posted to
slenguyen@fullerton.edu 12/15/2024 account 660003 [Instant Card)
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Division of Administration & Finance | Financial Services & Administrative Systems | Accounting Services & Financial Reporting macro:  pacro:
To: CSUF Cashier's Office (UH-180) _;; l =
Deposit Or Reimbursement To University Account Resrl

NOTE: If you received a university invoice (ASRuoox) DO NOT use this form; take the invoice to the Cashier's Office with your payment.

e Sepot o dnbensin Amemun AT i sudbmmited fy depaniments (o recordresente fRoa-stodent feesf Aot ot sunianiing ocuTRem Sl Ceemred nelevant (G e fratantion
T rEGUest & et SN fem Cods, coitaer the Cashier s (iee MGTE:  Cofeotive Afsp S8 ST oredit oands Se mo Aom@er S

T BT 5 RO CF ST St W Canfier i EREe
I. Requester Information

From Dept: Accounting Semvices & Financial Reparting Contact: Estrella Mangahas

Il. Reason for Deposit or Reimbursement [To select [ 1 Reason for Reimb or Deposit, click the yellow drop down option below and choose or type “171
a. Travel Advance { Other

Otker (Enter explanation hera):
|| Travel Advance (55075 = 07001-DWRRF)

b. Vendor Refund | PCD Reimbursement [click PCD Macro to go to the NEW form)
Wendor refund (54000/FLIND)

reimburse personal meal charged o state PCO

Purchaze Order #:

Invoice #:

Uriversity reimburzement for personal expenditure charged to a PCO - Procurement Card [Click Macro to launch NEW form)

SA0EZ = G04001-FURD [Telephone Usage] SA030 = GOGZ0Z-FUMND [Travel-International) S4000/FURD = any other Brgiis account (e, BEOO03]
SE09Z = B04202-FUMD [Wireless Service)] SE081 = BOBQM-FUND [Travel-In State] Tt e e egpense aoeon subat £ TR Shange SROTERA Credl Sumy
SE05E = BEN001-FUND [Fostage and Freight] SE022 = BOEO0Z-FURD [Travel-Out of State] Fotipinal eprence socounth S8 EFR instructions hefow
Instructicns for eposit Fomm- Compete oo (o} srtaimaticaly ieemtiy CASRer term Soade fo wse ir Seaticr A and () swta-A8 Expendiore Transier Bequest (5 TR
Anstrpetions for £ TR Frnm. (&) Fobe usedior 55 Sem Codes SH0RTanly @Folick "Creste £ T mravta Mo (o qo io e £ T work sfheet fof validste £ 7T Gats, smd o folion wamme firaae s s wihen
eeboTtiing & T

For ETR: Ce... e-mail
address(es):

Enter chartfield to reimbursg Account: G60003

aparate b ey
tion [To select [+ ) Form of Payment, click the yellow drop down option below and choose or type 717 )

Cash k3

Cashiers Gffice vse ooy

$ 1.45| Total Deposit: Cashier’s ERGCREoment

Form of

Other [please speciful

Check Informati

Check Number: |1234 izaizoze | Pleeeed Hindapaey
rom:
Check Memo 7
e personal meal
IV. Chart Field Information [If £25% Net Item Code is not known, use "54000" [account default is 580092 [Other Non-operating Revenues]).
Fund and Dept MUST be provided.
#off Net [tem See Tab = = L4545 Met ltem Codes”™ for list of valid item codes. Once an item code is entered, the ~
Code section below is populated. REQUIRED = enter chartfield; OPTIDNAL = discretionary; NIA = no value Deposit
|RF9L,I|IREE Account [6] Fund (3] Dept (5] Program [4] Class [5] Project (8] Em
54000 580093 THE=T 10005 32m optional opticnal ¥ .45
#htA #MA H#MIA #MA #MIA #MA ¥ -
#MIA #MIA #MIA #MA #MIA #MA k3 -
#hA #MA #NIA #MIA L #MIA ¥ -
OK: Total Amount = Total Deposit| Total Amount: | 5 11.45

Example 1: Deposit Form

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

INSTRUCTIONS: (1) Complete sections | to IV; (2) Click "Data Validation” macro; (3) OPTIONAL: Save a copy of the Excel file for your records; (4) Click "E-mail” macro to send form via e-mail
to DL-Accounting_Services; and (5) Send signed original form with back-up to CP-300 via inter-office mail (if applicable, attach OBIEE Actuals Detail report).
* If billing an auxiliary organization {use of program code 7xxx), a purchase order (PO} is reguired. To obtain a PO, please contact:
Auxiliary Services (CSUFASC) @ ext 4145 Philanthropic Foundation (CSFPF) @ ext 4420 Associated Students (ASI) @ ext 2406
IMPORTANT: Please contact Budger Planning and Administration (Budgern@fullerton.edu) for ALL salary relared adfustments (accounts 6071xxx, 602xxx or 603xxx)
Step 1 Step 2 (click to run macro) Step 3 Step 4 (click to run macro) Step 5 (macro DISABLED)

- i 1 MACROD:
Data = A L . L Interalffice mail
W MACRO: Data| |BL saveas - MACRO: Email Interoffic e Cear Dots
Entry Validation save as F121| (OPTIONAL) [ eran | file to ASFR ] -’ (Section II...)

|. Requestor Information

[click to run macro)

| MACRO: View File

[}
\ = (ASFR use only)

From Department: |counting Services & Financial Report| Contact: Estrella Mangahas

OPTIONAL: Cc... e-mail address{es) [0
(separate by " ; " semi-colon)

Il. Reason for Request V. Data Validation Completed? (No: email macro disabled) 1
Offset CASHMet deposit with reimbursement ~ Miranda Bailey ~ personal meal

lll. Authorizing Signature(s) (must be setup as a REQ approver) Reviewed By: {ASFR use only)

Print / Type Name: Authorized Signer of Account(s) Date

IV. Transfer Information Check / Total:
Program Line Description

Reference or Aux

[6) (5) (5) (4) (5) (8) (Vendor name, Student name, etc.) (30) Org PO Nos. * (10) Amount
" 660003 [ TA002 [ 10005 [ 3201 [ i [CN Dep/Reimb~personal meal Miranda Bailey [ (11.45)
" 530093 THEXT 10005 3201 N Dep/Reimb~personal meal Miiranda Bailey 11.45

Example 1. Macro - Create ETR
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Example 2: Deposit or Reimbursement
to University Account Form (PCD)

Scenario: PCD was used for personal office supplies so
employee had to reimburse the university. PCD expense and
CASHNET deposit were posted to 660898-THEFD-10005.

OBIEE ACTUALS DETAIL

DeptiD Fund Account Program Class Project Doc Src DocumentiD Document Date JournallD Journal Date
csu CHBK140118 4/25/2024 PCD2335672 51172024

100056 THEFD 660898 - -

10002 THEFD 660898 - - - csu CR63290124 1/24/2024 CRS2271964 112412024

Reference Reference 1 Reference 2 Fiscal Year Period Actuals

Exp ID: 58434 AMAZON MUSIC*YV04540S3;Nov 2023 P-Card; (660898) HARRY POTTER 2023 11 1099
Disallowed Expense; Office Supplies 11/23/2023

S7050 8735433 ASFR 2023 7 (10.99)
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Division of Administration & Finance | Financial Services & Administrative Systems | Accounting Services & Financial Reporting
To: CSUF Cashier's Office (UH-180) MACRO:

Deposit Or Reimbursement To University Account o

Procurement Card Reimbursement (PCD) Only e

Feimbarsing the Haversiw for fisallowved Parchases: Alsiationved sppondivres st e raimbernad te i Dndescsiv wifvin 30 davs of punshians,

INSTRUCTIONS: (TIComplate Depasit Or Reimbursement Ta Uriversity Account [Pracurement Card Reimbursement (PCO) Only) and submit ta CSUF Cashier's Office [UH ‘ISU] [2) Cashier's Office issues
ragaips and (i Anach recape fo dhe Land s e A abaadic deen sebmdiad fanand ohe racaie A i the frames. .
Frovurament Cand numbesd oo the Rm&mmwfmﬁwmm L=

IHPDFITANT

Estrella Mangahas

ll. Reason for Deposit or R

Cardholder Name: Harry Potter Travel Number: Statement Date: |11/27/23

Original Charge: [as shown on

Vendor(s)/Merchant Name(s):) Amazon Music Statement) 5 10.99

lll. Deposit Infol select [ ¥ ) Form of Payment, click the yellow drop down option below and choose or type "1" )

Form of Cash ] - Check 3 10.55 | Total Deposit:

Payment: Other (please specify)

s 1099 Lashier’s ifce wse anfo:
) Laskier's Endarsement

Check Information

Check Number: 2333 Check| o am004 Receved . v potter
Date: From:

Check Memo | Desc: |reimburse personal expense charged to state Pcard

IV. Chart Field Information

DEFAULT REQUIRED OPTIONAL Deposit
Amount
CASHNet ltem Code | Account (6] Fund (5) Dept(5) | Program (4]| Class (5) Project (8) maun
57050 650898 THEFD 10005 s 10.99
57050 660898 5 _
57050 660898 5 _
7050 660898 5 _
7050 660898 5 _
7050 660898 5 B

DK: Total Amount = Total Deposit  Total Amount:

Example 2: Deposit Form
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Example 3: PCD Deposit Form Used to
Reimburse PCD

Scenario: $5.20 airline fee is not a qualified business
expense so employee had to reimburse the university. PCD
expense and CASHNET deposit were posted to 606002-
THEFD-10005.

DeptID Fund Account Program Class Project Doc Src DocumentID Document Date JournallD Journal Date Reference

10005 THEFD 606002 - 20020 - CSuU CHBK138177 1/25/2023 PCD2094128 2/1/2023 Exp ID: 51922
10005 THEFD 606002 20020 CRS CR60610113 1/13/2023 CRS2075534 1/16/2023 55082
Reference 1 Reference2 Fiscal Year Period Actuals
SOUTHWES 5262172042623;0ct 2022 Las Vegas NV, Airfare; 10/03/2022 JOHN DOE 2022 8 207.98

STUDENT HEALTH AND 08511536 2022 7 (5.20)
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Division of Administration & Finance | Financial Services & Administrative Systems | Accounting Services & Financial Reporting macro: MACRO:
To: CSUF Cashier's Office (UH-180) 1-3':-'4 l - =4
Deposit Or Reimbursement To University Account Cvomtform G R
NOTE: If you received a university invoice {ASRxoox) DO NOT wse this form; take the inveice to the Cashier's Office with yuurpayment.
The Depost to Ldnbersity Aceourst Aanm i Sulvmited by Gaparimemts (G recardreyenve fRen-student Feesh  Aftach am. i e Vo e
T request &aew CA S et dems Code, contaot the Castier = Citee. MOTE:  Efteonive Mo S5 SO0 oredlt candls sre mo Aamged SOOEmed s & AT o frawTrent s the Caafier = Ciiee

I. Requester Information
From Dept: Accounting Services & Financial Repaorting m Estrella Mangahas “ 5386

Il. Reazon for Deposit or Reimburgement [(To select [+ ] Beason for Reimb or Deposit. click the yellow drop down option below and choose or type ~17)
a. Travel Advance { Other

Cither [Enter euplanation herel:
Travel Advance (55075 = 107001-0VPRF]
b. Vendor Refund / PCD Reimbursement (click PCD Macro to go to the NEW form)
Wendar refund (S4000/FUMD)

reimburse ailine fee

Purchaze Order #:

Irnusice #:

Universzity reimbursement for perzonal expenditure charged to a PCO - Procurement Card [Click Macro to launch NEW form]

SE0EZ = G04001-FUND [Telephone Usage] SA020 = BOEZ0Z-FUND [Travel-International) S4000{FURD = any other Baxgsy account [eg. BEIO0Z]
SE052 = G04S02-FUND [Wireless Service) 58081 = GOE0M-FURD [Travel-In State) Fev st 5 e Coue ! ERmEne SR STl £ Clhange RRRAT S Creolt e
SE055 = BE0001-FUND [Fostage and Freight] SE052 = G0B002-FUND [Travel-Out of State] [oipinal eyrense socountd see TR instrocticns below

nstraeticn s for Siepesit Form:  Compiete ioe (57 stiamaticaly identiy CA S dam Do do s i Seclicn S s i stio-A Eyrenditune Transter Sequest (£ TR ot
nsiraetiens for £ Fonms: el T tsed o SVl e Comes SHRRTanly [ ofieh TCreste £ 1T TG S (000 o te £ T ok Sheed: (o7 validale £ T Glads, s o alio Same frGoe gLies wihe
sebitting am ST

For ETR: Ce... e-mail
addless[es]'

Enter chartfield to reimburse Account:

. Lashiers Gffice vse onfp:
Form of Cash ¥ - 5.20| Total Deposit: =0 Lashier's Epdorsement
Payment: Other [please specify)
Check Information

Cheok Number: | 1234 warenzs | Aeeeived oo
rom:
Check Memo T L
3 ~ aitline fee
IV. Chart Field Information (If £25# Met Item Code is not known, use ~54000° (account default is 580093 [Other Mon-operating Revenues])).
Fund and Dept MUST
72/ Net frem See Tab = = £454 Met Item Codes™ for list of valid item codes. Once an item code is entered, the D .
Code section below is populated. REQUIRED = enter chartfield; OPTIONAL = discretionary; NIA = no value nePos“
|HF9L.!IREE Account (6] Fund (5] Dept [5] Program [4]) Class [5] Project [8) mount
55082 BOGO0Z THEFD 0005 optional 20020 optional ¥ 5.20
#hIA, H#h1A, HMIA #MA H#MIA HMIA ¥ -
#NA, H#IA #IA #MA #MIA LT ¥ -
#hIA, H#h1A, #MIA #MA H#MIA HMIA ¥ -
DK: Total Amount = Total Deposit| Total Amount: | § 520

Example 3: Deposit Form
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Study Abroad Programs

For new study abroad programs, work with ASFR to
establish the following:

» Liability Account
» EX. 250890 (Uncl-HUSR465:Heredia
CostaRica)

» CASHNet Item Code
» Ex. S2380 (HUSR465 Heredia Costa Rica
Study Abroad 250890-THEXT)

» Deposit Form

CSUF Administration

and Finance



StUdy AbI’Oad PrOgramS (continued)

CSUF

e

L TR R e —

R tn
L S P
N e L r:

ChartField Request Form - Account

[P PORT 10 URTWE RSITY ADCOURT

Contsct Hamona Faigs
Estermon 272

Copartmant TLITUEN SETVEEL
Ta SEF Canbuer

Sk Hams

Trach depoaiE and Spenass o Fessce Tomca Rco miedy Mbrand progiam T =

B IT000 i

& Tammmm Chaci Dl

A [ B 85 (W] el (bl ol S LAt Fld 5 T £

Amani = L
T Aomieen il
T e ST o y B Peans muks e liowing depoad | oo TEry £
Mangahas 137 B G

i Nl & "

Justin Chan 1211&202

Wadng tddimnn o= GHIH Contaclewy Drag S
Gasdon Hall - 180 irdiow 1 ondy
PO B B
Fuliles L4 KM

,.
o
Ll

|

-

et ol T nm Dol

e IRy TR S

12B2024 4254

Couguiebdt i LS HNE! B Ciide

CALIFORNIA STATE UNIVERSITY

id FULLERTON

&) Suite CP-300, Fullertos CA 02331

CASHNet

CSUF Ttem Code Request Form

Metion Regpoeswiod i check

ASENe? Born Code

g CASHNaE fam

Charges

Codhe aurl 2k
Diclebe/Disablls CASHNe! hiess Code

srmers I18M code description change

sl i pleaae eeplan changs reqisss i

CmTEnd pachine. g ppacify befow

CAEHHNet Eem Coade Informadion J
1) pemcods S23B0  pem Cose Descrpien

Herm Code Setep (sécaze check a
D Prsnlnd Shakacd [FETEN :,.-f|

Attt {5)

Peoplbal

1.} 5L Account Musnber © harsiald

HUSR465:Heredia, Costa Rica

Ext Fd Peoplfio® Shudeni
EEFPETSA + PETEA]

avci [T Peoshset -

Funad {5}

Depairram (5] Poogram (4] Tl (5] Pooect {8
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Request for Invoice (RFI) 2 business days once approved On-demand invoice.

RFI is submitted
Expenditure Transfer 2 to 4 business days once ETR ETRs with 7xxx billable
Request (ETR) IS approved program codes are billed on the

5t business day after the end
of the month

Chartfield Request Form 2 business days once approved ASFR processes account, fund,
program and project chartfield
forms

Budget processes department
and class chartfield forms

Interagency Financial 2 business days once approved IFT entry is posted to OBIEE 2
Transaction (IFT) then ASFR submits to the business days after the
Chancellor’s Office. Chancellor’s Office issues the
IFT.

Forms Processing Time
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Announcements

» Accounting Updates Emaill Subscrlptlon

b Finarcas T B Portal Log Resouices =} &)

Accounting Services and Financial Reporting Friday, Jamuary 3. 2008 (2 Accouting Senicas

Sarvices, Forma, & Polices Trmining Contact Us

Accoditing'Services &
Financial Reporting

Welcome to Accounting Services & Financial Reporting (ASFR)

QOur team is here to maintain the integrity of University financial data through the preparation of
mfﬂrul'ul'--' account analyses and reconciliations, as well as close monitoring of the General Ledger
We also serve the campus community by processing a variety of financial transactions, including
expenditure transfer request
financial statements for the University and are responsible for various financial reporting to the State
Controller's Office, CSU Office of the Chancellor and other outside entities. We also facilitate

s, chargebacks, invoicing and trust accounting. We also prepare

various external audits that include, but are not limited to, single audit, financial statements audit,

‘ Subscribe to Accounting Updates:
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Announcements (continued)

» Congratulations Justin Chan, new Associate Director of Accounting
Services & Financial Reporting
» Request for Invoice (RFI) / Interagency Financial Transaction (IFT)
automation is on-going
» Upcoming Trainings:
https://financialservices.fullerton.edu/controller/asfr/training/

MAR
17

184
28

Training: Accessing Financial Training: Fiscal Year 2024
Information {OBIEE BI- (2024/2025) Year-End Close
Dashboard) Processes for Financial Services
e and Payroll

OBIEE CFS Revenue/Expense Reports Training is now available on
demand in the Titan Training Hub.
IT: ERP CES Revenue/Expense Reports (Online)
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https://financialservices.fullerton.edu/controller/asfr/training/
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D138493%26UserMode%3D0
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Nathan, Michael (Controller), Justin, Dawit, Tony

T h an k yO u I Winnie, Lynn, Estrella, Sarah, Betty
| |

QUESTIONS?
CONTACT: ASFR@FULLERTON.EDU

HTTPS://FINANCIALSERVICES.FULLERTON.EDU/CONTROLLER/ASFR/CONTACT-US/



mailto:ASFR@fullerton.edu
https://financialservices.fullerton.edu/controller/asfr/contact-us/
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