
Chartfield Inquiry Guide 

 

CFS Role needed: CFSSL_EU_FINANCIAL_INQUIRY 

 

Navigation: CFS 9.2 Home Page / CFS End User Tile 

 

Chartfields 

 

  



Chartfield Values 

 

 

To view a Fund, Account, DeptID, etc. click on the hyperlink: 

 

  



You can either enter the value, or part of the description, and then click search: 

 

You can view the chartfield status (active or inactive) and description: 

 

  



Description example (use contains instead of begins with): 

 

When checking to see if an Org Key has been set up in Finance, use the Project link. 

ASI Org Keys begin with Y. 

CPC Org Keys begin with Z. 



 

 

If the Project has not been set up, you will receive a message: No matching values were found. 

 

Email Valerie Maijala (vmaijala@calpoly.edu) to set up the Org Key in Finance.  

mailto:vmaijala@calpoly.edu


ACCOUNTS   

When spending money for your department, (procard, requisition, direct buy, travel, etc.), you should only be using 
expense accounts which begin with 6xxxxx. 

To view all expense accounts, use 6% (% is wildcard which will return all accounts that begin with 6) 

 

Will return first 300 expense accounts: 

 

  



Narrow results by adding part of a description, like travel: 

 

Note:  

Accounts that begin with 601xxx and 603xxx are reserved for payroll salaries and benefits and should not be used by 
departments. 

If the description of the account uses CPF or ASI or a department/area you are not part of, don’t use that account.  

 


