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Agenda

1. Introduction
2. ASFR Forms
 Chartfield Request Form
 Expenditure Transfer Request (ETR)
 Request for Invoice (RFI)
 Deposit or Reimbursement to University Account

3. Announcements
4. Questions



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

Reminder: Always download the latest version of the form.



Chartfield Request Form
HTTPS://FINANCIALSERVICES.FULLERTON.EDU/CONTROLLER/ASFR/
SERVICES-FORMS-POLICIES/?ITEMID=4158-B4F1-D31E68-11

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
px

Processing Time: 2 business days after approval
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Chartfield Request Form (continued)

MANAGED BY ASFR:

 Account
 Fund
 Program
 Project

Questions? Email 
asfr@fullerton.edu.

MANAGED BY RESOURCE 
PLANNING AND BUDGET:

 Department
 Class

Questions? Email 
budget@fullerton.edu.
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Accessing Chartfield Request Form
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Submitting Chartfield Request Form
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Submitting Chartfield Request Form 
(continued)
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Completing Chartfield Request Form
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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 TA002

 Department-Fund and Fund-Program combos 
are subject to combination edits that are managed 
by the campus.
 Dept-Fund Ex.: 10130-THOPR, 10181-THD01 allowed
 Fund-Program Ex.: SSFGF-810x, TA002-xxxx required
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Expenditure Transfer Request 
(ETR)



Expenditure Transfer Request 
(ETR)

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

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

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

 On demand inquiry tools
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Search Reports by:
Request ID Reference
Doc Src Line Desc
Journal ID Amount
Requestor Reason
Status Date From/To
Chartfield Type of Date



ETR App Instructional Materials
ETR APP ASFR WEBSITE
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ETR App – Requestor 
Information
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ETR App – Transfer Information
21



ETR App – Attach Backups
22



ETR App – Approve / Decline
23



Examples for ETR Line Description 
and Reference Fields
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ETR Example# 1 – Reclassify 
Travel Expense
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ETR Example# 2 – Bill Auxiliary 
Organization 
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ETR Example# 3 – Add 
program code
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ETR Example# 4  – Add class 
code
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ETR Example# 5 – Reclassifying 
Prior Year Expense

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

30

When transferring expenses to restricted funds such as 
lottery (TLDxx),student success fee (SSFGF) and IRA 
(TA002), 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 TA002



New ETR Requirement for 
Restricted Funds (continued)

Example: REQ ID: 1723 - Move honorarium expense 
for A Smith from THEFD to TA002

Honorarium expense was originally paid using THEFD, 
when submitting ETR to transfer from THEFD to TA002, 
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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Excel Tips – Join/Concatenate 
Formula
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Excel Tips – Sorting Debit (+) 
and Credit (-) Lines
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Excel Tips – Sorting Debit (+) 
and Credit (-) Lines (continued)
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Request for Invoice (RFI)



Request For Invoice (RFI) Form

https://financialservices.fullerton.edu/controller/asfr/se
rvices-forms-policies/forms/request-for-invoice.xlsx
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Request for Invoice (RFI) –
Usage
A Request for Invoice (RFI) is an on-demand request 
to bill auxiliary organizations or external entities (non-
student billing).

For an expense 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 is no need to wait for the customer to pay the 
invoice.
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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

38

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


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

40

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



Billing Process for Contracts

Do you have any of the following?
Auxiliary Organization operating agreements
Revenue generating contracts
Game guarantees
Memorandum of Understanding (MOU)
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Billing 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/?itemID=4d38-bcae-d31e209-3
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Billing Process for Contracts 
(continued)

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

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.
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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.
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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.

 Provide the external customer’s address and contact 
information on the RFI form (Section IV).

 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.
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RFI Example 1: Expense 
Reimbursement (Abatement)
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Reason for request: To bill ASC for DPS Chargebacks

OBIEE Actuals Detail Report

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



RFI Example 2: Revenue
Reason for request: To bill Fresno College for room rental

Contract / Agreement
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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

 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.
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Outstanding Invoices (continued)

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

 Mail 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
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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.
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Salary Adjustments (ETR vs PET 
vs RFI)
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ETR: 
Expenditure 
Transfer Request

PET: 
Payroll Expenditure 
Transfer

RFI:
Request for Invoice



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

https://financialservices.fullerton.edu/controller/asfr/ser
vices-forms-policies/?itemID=4158-b4f1-d31e165-15
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Deposit or Reimbursement to 
University Account Forms
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Important:
Each CASHNet transaction requires an Item Code which associates the payment with 
a predefined chartfield string (account, fund, department, program, class or project).



Example 1: Deposit or Reimbursement 
to University Account Form
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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.



Example 1: Deposit Form
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Example 1: Macro – Create ETR
59



Example 2: Deposit or Reimbursement 
to University Account Form (PCD)
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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.



Example 2: Deposit Form
61



Example 3: PCD Deposit Form Used to 
Reimburse PCD
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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.



Example 3: Deposit Form
63



Study Abroad Programs

64

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



Study Abroad Programs (continued)
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Forms Processing Time

Form Processing Time Notes

Request for Invoice (RFI) 2 business days once approved 
RFI is submitted

On-demand invoice. 

Expenditure Transfer 
Request (ETR)

2 to 4 business days once ETR 
is approved

ETRs with 7xxx billable 
program codes are billed on the 
5th 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 
Transaction (IFT)

2 business days once approved 
then ASFR submits to the 
Chancellor’s Office. 

IFT entry is posted to OBIEE 2 
business days after the 
Chancellor’s Office issues the 
IFT.
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Announcements

67

Accounting Updates Email Subscription



Announcements (continued)
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 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/

OBIEE CFS Revenue/Expense Reports Training is now available on 
demand in the Titan Training Hub.
IT: ERP CFS Revenue/Expense Reports (Online)

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


Thank you! Nathan, Michael (Controller), Justin, Dawit, Tony
Winnie, Lynn, Estrella, Sarah, Betty

QUESTIONS?
CONTACT: ASFR@FULLERTON.EDU

HTTPS://F INANCIALSERVICES.FULLERTON.EDU/CONTROLLER/ASFR/CONTACT-US/
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