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I.  Helpful Year-End Report Catalog

1. SAM99 — Reconciliation of State Controller’'s Account with Agency
Records

1.1. Run Control to create the month end SAM99 WITHOUT the SCQO’s
accrual reversal tape:

Navigation:

CSU Manage

SCO/State | SAMO9 Reconcilation '\

Requirements\

SAM Reports\ Run Control ID:  SAMAS Repaort Manager Process Monitar _lRun
SAM 99

Reconciliation

SCO Fund: I ﬂ SCO Subfund: I ﬂ Approp Ref: I
*Fiscal Year: IQDD3 *Accounting Period: I 12 ¥T of Enact/Rew I
SCO Acct Type 2Z: | :I'

File Name: I
Audit Trail Indicator [ AccrRevTape [ Year End Tape [

Eind | view Al First (] 1011 [ Last

‘Business unit, |9LCMP [ *Budget Ledger: [conTROL Q) =]

Eind | view All First KN 10t 10 2] Last

*Scenario; IOPREBA Q) lILI

This run control will produce a SAM99 for all funds. When run without the
Accrual Reversal Tape from the SCO the accrual reversals on the SAM99 will
come from period zero of the ledger. The bottom of the run control indicates the
ledger and scenario’s where the budget information is stored.

CP Guide to Legal Basis YE Close
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1.2. Run Control to create the month end SAM99 WITH the SCO’s accrual
reversal tape:

Navigation:
CSU Manage
SCO/State
Requirements\
SAM Reports\
SAM 99
Reconciliation

{ SAM99 Reconcilation

Bun Control ID:  SAmMa9

Fun

Report Manager FProcess Monitor

SCO Fund: I— g SCO Subfund: I_ ﬂ Approp Ref: I_

*Fiscal Year: Im *Accounting Period: W T of EnactRew: I—
SCO Acct Type 2: | =

File Mame: I

Audit Trail Indicator [~ AccrRevTape vear End Tape [

*‘Business Unit:

ISLCMP Q)

*Budget Ledger:
Eind | Wiew All

ICONTROL Q)

First KB 10 of 10

When run with the Accrual Reversal Tape from the SCO, period zero of the
ledger will not be read, but instead the actual values from the tape will be used.

1.3. Run Control to create the year end report AND the year end tape
SAM99 WITH the SCO’s accrual reversal tape:

Navigation:
CSU Manage
SCO/State
Requirements\
SAM Reports\
SAM 99
Reconciliation

| SAM99 Reconcilation

Run Control ID:  S4M93

Run
Feport Manager  Process Monitor —l

SCO Fund:

*Fiscal Year: [2003

I Q) SCO Subfund:

(Y

*Accounting Period: [12

SCO Acct Type 2: I :I'

Approp Ref: I_
T of EnactRew: I

File Hame:
Audit Trail Indicator [~

AccrRevTape W

Year End Tape

|Ioptl'appsffspsufm{fe tinifsloftps Year_End_SAMA9_2003.csv
~

*Business Unit: ISLCMP ﬂ

*Budget Ledger:
Find | View All

ICONTROL =Y

First KB 10 of 10
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This is a sample of a year-end Sam99 Run with the Year End Tape. This sample
is directing the file to the server. Therefore the file would need to be uploaded to
the server. Note: The actual file name must be FISCAL.DMMDDYYA.AGYACR,
where MMDDYY is the Month/Day/Year you are transmitting the file to the SCO.
Note: When the accrual reversal tape is loaded it should be loaded into

Accounting Period 12.Laurie review for process

1.4.

Run Control to create SAM99 for a particular fund. For this example

the fund is DRF-Housing (0580) and it is as of December Without the

Accural Tape, expense only:

(Nig\(llgl\a/lltzlicr)]r;ge | SAM99 Reconcilation
SCO/State
Requirements\ Run Control ID: SAMAS Report Manager Process Monitor ﬂl
SAM Reports\
SAM 99 I_ l_ I_
Reconciliation SCO Fund: osen ﬂ SCO Subfund: ﬂ Approp Rel:

*Fiscal Year: [2003 *Accounting Period: [12 ¥r of EndctRev:

50 Acct Type 2: [Eend 7]
File Name:; I
Audit Trail Indicator [~  AccrRevTape [ YearEnd Tape [

*Business Unit: ISLCMP ﬂ

*Budget Ledger:

Eind | Wiew All

Fing | view 2

ICONTROL Q

First K1

*Scenario: IOPREBA ﬂ

First (4 1.0t 1 [M] Last
F=]

1o of 10 [F] Last

£33
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2. SAMO6 — Final Budget Report

The SAMO6 is a report of revenue and expense accounts only.

(AL POLY

It was originally designed to

monitor appropriated funds only. The appropriated budgets less the actual expense/revenue

activity and less encumbrance activity leaving the appropriation

balance available. This is

referred to as BBA or now in PeopleSoft RSA (Remaining Spending Authority). The CMS
Baseline 8.4 SAMO06 will print all funds revenue and expense activity, both appropriated and

none. These funds are reported at the SCO fund levels. There
format.

2.1.
05/31/2004):

is no audit report in the SAM06

Run Control to create the month end SAMO06 (sample as of

Navigation:
CSU Manage

SCO/State | SAMG Final Budget \

Requirements\

SAM Reports\ Run Control ID:

SAMOE

SAM 99
Reconciliation
SAMO6 Final Business Unit:IFLCMP [ figice 1 vear, [2003

Budget Report
Appropriation Yt of Enactment

[” Include Pre ENC

" Final Book Year End

[ Program Group Detail
I” Program Code Detail

Find | views

Scenario: I E

Find | Wiew All

Run
Report Manager Process Manitor —l

Hrogram Group: I_ Q

Program Code; I ﬂ

‘ From:lﬁ Q Thru:l@ Q)

First (4] 1051 [ Last

falll

First [4] 101 [ Last
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2.2. Run Control to create a SAMO06 as of 5/31/04 for CSU Fund 001 for the
Year of Appropriation “2001”:
Navigation: /" SAMG Final Budget "\
CSU Manage
SCO/State Run Control ID:~ SAMOR Report Manager  Process Monitor M

Requirements\
SAM Reports\

SAM 99. N *Business Unﬂ:ISLCMP Q *Fiscal‘(ear:lzum
Reconciliation
SAMO6 Final

Budget Report Appropriatiby Yr of Enactment:
™ Include Pre ENC i
" Final Book Year End

Budget Ledger

“Ledger: ICONTROL Qf

Scenario

Scenario: I g

™ Program Code Detail

Find | e All

Program Group: I_ ﬂ

Program Cade

‘ Frum:lﬁ al Thru:lﬁ =Y

First 1cf 1 Last

First 1 of -

2.3. Run Control to create a SAMO06 as of 05/31/04 for CSU Fund 001 for
all Years — Reimbursed Activity ONLY (Program Code 1100):
Navigation: | SAME Final Budget |
CSU Manage
SCO/State Run Control ID:  SAMOG ReportManager Process Monitor ﬂl

Requirements\
SAM Reports\

SAM 99. o Business Unit: S-CMP (A ificealvear: [2003
22(&;)6] 60 I'lll?"tglj n *Accounting Period: l7

Appropriation ¥r of Enactment: l—
™ Include Pre ENC
™ Final Book Year End
Budget Ledger

“Ledger: ICONTROL Q)

Scenario

Budget Report

™ Program Code Detail

Scenario: I ﬂ

[ Program Group Detail

Find | ies

roup:

|11uu Q

Program Code:

From: W Q) Thru IW Q)

First 1 of 1
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Run Control to create a SAMO06 as of 4/30/03 for CSU Fund 001, all
Years — with sub-totals for Program Group (Instruction, Academic

Management Systems

2.4.

Support, Student Services, etc):

Navigation:

/ SAMG Final Budget |

CSU Manage
SCO/State
Requirements\
SAM Reports\

Run Control ID:  SAMOE

SAM 99
Reconciliation *BusinessUnit:ISLCMP ﬂ =‘Fist:::ll‘(ear:lz[|E|3
SAMO6 Final

*Accounting Period: I "

of Enactment:|

Budget Report
Appropriation ¥

Run
Feport Manager Process Maonitar —l

Program Group: I_ ﬂ

Program Code: I ﬂ

[T Include Pre ENC ¥ Program Group Detail

‘ Frum:W Q) Thru:lw Q)

" Final Book Year End
Budget Ledger

“Ledger: ICONTROL =Y

Scenario

™ Program Code Detail

Scenario: I ﬂ

Find | %iew All

First
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3. Trial Balance — SCO/CSU Fund — This report is designed as an audit to
SAM7. The SCO/CSU report will audit down to the CSU Fund Level. If you
want a Trial Balance by PS Fund within CSU Fund then run the SCO/CSU
Fund/PS Fund report (Section 4)

3.1. Trial Balance — SCO/CSU

Navigation:
CSU Manage
SCO/State
Requirements\
Trial Balance
Reports\ Trial
Balance by
SCO\CSU Fund

[ Trial Balance SCOICSU Fund

Run Control ID: ~ SAMOT Feport Manager

*Fiscal Year:

*Business Unit:

Appropriation Chapter: I

ISLCMP Q
|2003

Show PS Detail [~

Check the Show
PS Detail to see
PS ChartFields on
Report

‘ Frnm:IDSBD Q)  Thru: |usan Q|

From: |261 Q)

‘me:|111nnuuu a Thru: IQBHDSH Q

Thru: W

Sample:

SCO Fund #:
CSU Fund #:

Account

11100000
13140000
13150000
13120000
13503140
13903150
30100000
31140001
34300000
35100000
55400000
55700000
80500000
80900000
20000000

CSUGLO0S
SLCMP--San Luis OMgpo

0580

DRF-Housing

Account Title

General Cash

Accounts Recelvable-Operating Revenus
Accounts Receivable-Dishonored Checks
Accounts Receivable-Other

Allowance Unecllec Accts-A/R Operating Revenue
Allowance Uncollec Rocts-A/R Dishonored Checks
Accounts Payable

Due to General Fund

Operating Revenue Collected in Advance
Depositse

Retained Earnings

Fund Balance-Clearing Account

Revenue from Use of Property/Money

Other Revenue

Appropriation/Operating Expenditures

C8U0 Fund Tetal 261

SCO Fund Total 0580

Calif State Unjversity Dorm Rewvenus Fund (DRF)

PeopleScoft Finan
TRIAL BALANCES BY SCO
Az of: 11/200

Debit

781,248.42
31,270.92
10.00
3,365.00
0.00

0
0
0
0.00
0
0
20,524,952,
0
0.00
g,043,821.38

29,384,668.14
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4. Trial Balance — SCO/CSU Fund/PS Fund

4.1. Trial Balance — SCO/CSU/PS Fund

(AL POLY

Navigation:

[ Trail Balance SCO/CSUPS Fund |

CSU Manage
SCO/State

Requirements\ Run Control ID:

SAMOT Report Manager

) Run
Process mMonitor

Trial Balance
Reports\ Trial

Balance by *Business Unit: ISLCMF’ Q

SCO\CSU\PS

Fund *Fiscal Year: |2003 *Accounting Period: I 11
Appropriation Chapter:l Show PS Detail ¥
‘Frnm:lDSBD Q] Thru: Josen Q) ‘me:|251 Q)  Thru: |251 Q)
‘me:|111uuuun Q Thru: |9894DDDD Q

Sample:

ort ID: CEUGLOOE

LA Bue. Unit: ELCMP--San Luis Obl
S0 Fund #: 0580 Calif State Univeraity Dorm Reverme Fund (ORF)
CEU Fund #: 2581 L[RF-Housing
PE Fund #: HAO01l DREF-HEG Housing @ipenditures

PeopleSoft Financials
TRIAL BALANCEE BY ECO/CEU/PS FUND
Az of: 1172003

Rocoun unt Title Debit Credit
11100000 General Cash
101001 Gensral Cash 103,630.54
5L Roct Total 0.00 103,630.54
13190000 Aocounts Receivable-Other
102007 AR-Other 3,365.00
5L Roct Total 3,365.00 o.o00
30100000 Accounts Payable
201001 Accounta Payable T1,242.18
201200 Use Tax Payable 30.7&
5L Roct Total 0.00 71,372.94
31140001 Dues to General Fund
202826 Due to GF - BF Claima Offsst 54,458.27
5L Roct Total 0.00 54,458.27
E5400000 Retained Earnings
305021 Fetained Earnings 1g,385,730.28
GL Acot Total yees7aoze T 200
CP Guide to Legal Basis YE Close
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5. SAMO7 Trial Balance

5.1. SAMO7 Trial Balance Sample run control to create SAM 7 for all fund
pre-close. If the Pre-Close is not checked then the report will be based
on the future year period 0 data, ie. Post close. Note the SCO Fund
Range and CSU Fund Range — this report can be run for a single SCO
and/or a single CSU Fund.

Navigation:
SAMOY Trial Balance
CSU Manage !
SCO/State
Run Control ID:  Samor Report Manager  Process Monitar M

Requirements\
SAM Reports\
SAM 07 Trial

Balance *Business Unit: | ESITREY

*fccounting Period: I 11

PreClose ¥

‘Frum:IDDm Q) Thru: |6028 Q |Frum:wg Thru: Wg

CP Guide to Legal Basis YE Close
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Use of these reports is contingent on the campus business practices for recording Accounts
Payable and Accrued Liabilities, specifically the use of separate control accounts for different
types of transactions. (See “Campus Level Accounts” section, below.

6.1. SAMI18A - AP Open Liabilities

If one control account is used for all transaction types and this report is run with a “Voucher
Status Option” of “Posted”, then the results represent a subset of the total balance in the control
account. As configured in the panel shot below, this report would represent posted vouchers with
Accounting Dates less than or equal to June 30, 2004 only. Note: this is a “point in time” report
and cannot be rerun after closing; because, vouchers with Accounting Dates less than or equal to
the report “As of Date” that were “Unposted” as of the closing may have become “Posted”
subsequently and would therefore be included if the report were rerun.

If separate control accounts are used for different transaction types and this report is run with a
“Voucher Status Option” of “Posted”, then the results represent the audit detail to the total
balance in the respective Accounts Payable subsystem control account as of the report “As of

Date”.

Navigation:
CSU Manage

[ SAM18A - AP Open Liabilities '\

SCO/State
Requirements\
SAM Reports\

Bun Control ID:  Sam07

R
Repaort Manager  Process Monitor $I

SAM 18A AP
Open Liabilities *Request ID:

[oPEMLIAB |Open Liab-8AM18A

*Process Frequency: |F'rcu:ess Once

*As of Date: IDEISDIEDM (et
Business Linit: ISLCMP =Y

Vioucher Status IPusted vl

Option:

From: IDDEI1 Q)  Thru: IEIQQB Q

[
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6.2. SAMI18A — PO Open Encumbrances

This report was designed prior to the creation of the CSUGL015 SQR Process, and assuming
that campuses would use the delivered Receipt Accrual process. Subsequent Year-End Closing
prototyping efforts determined that the delivered Receipt Accrual process was inefficient and
incomplete in meeting the CSU'’s Year-End Encumbrance Accounting requirements. Therefore
the official Year-End report of Obligations and Encumbrance Accruals audit detail based on
Purchasing activity should be the reporting output of the CSUGL015 SQR process.

Navigation:
CSU Manage
SCO/State
Requirements\
SAM Reports\
SAM 18A PO
Open
Encumbrances

[ SAM18A - PO Open Encumbrances

Run
Run Control ID:  SAMOT ReporManager Process Monitor —I
*Business Unit: ISLCMF‘ ﬂ San Luis Ohispo
*As of Date: |0513 w2004 E T Exclude POs Received?

| From: |uuu1 Q| Thru: IDEIEIB QJ
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This report provides the journal entry audit detail for accounts specified in the “Account Range”

section of the run control. The report’s output is intended to provide audit detail for any Obligation

accruals created by a journal entry. The use of this report is contingent on the campus’ use of

separate control accounts for different types of transactions.

If one control account is used for all transaction types, Accounts Payable subsystem and

CSUGLO015 journals will be included with manual accrual journals on this report.

If separate control accounts are used for different transaction types, this report can be run

separately for each different control account to provide distinct audit detail.

Navigation:
CSU Man age SAM18A - GL Journal Detail |

SCO/State
Requirements\ Run Control ID:  SAMOT
SAM Reports\
SAM 18A GL

Run
Report Manager Process Monitor —l

Journal Detail
*Business Unit: | ENSIGREY San Luis Obispo

From: IDDD1 Q)  Thru: |0993 Q

From: [201808  QTo: [201808 (G

o7mtizon3 B +Te
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7. Helpful Queries

7.1.
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Sample query to identify those funds whose CSU Appropriation

Reversion Date is the upcoming 6/30/YY:

Na\”gatlon' [ Recards " GQuery Y Ewpressions | Prampts )" Fields | Criterim Y Having | ViewSGL | Preview |
PeopleTools/Query
Query Name: 5| .0_CMS_FUND_REVERT_P Description: DAF-Shows reverting fnds at ve
\Query Manager e . . CHIERE
Add Criteria | Group Criteria |
SLO_CMS_FUND nize | Find | First (4 1.44 o5 114 D] Last
REVERT Pis a Logical Expression1 Condition Type Expression 2 Edit Delete
publlc query that I Vl A.EFFDT - Effective Date Eff Date == Current Date Edit ;I
W|” prompt yOU on AND > | ASETID- 5etlD equal to B.SETID - SetlD Edit ;I
the reversion date AND * | AFUND_CODE - Fund Code equal to B.FUND_CODE Edit ;I
AND | B.EEFFDT - Effective Date Eff Date == Current Date Edit ;I
H B.CSU_FUND_ATTR_KEY - Fund C.CSU_FUND_ATTR_KEY - -
You should run this AND B g squal o Sh et Edit | =]
query for AND ~| CEFFOT- Effective Date Eff Dale <= Current Date Edit | =]
06/30/XXXX and D.CSU_FUND_CODE - CSU Fund ©.C8U_FUND_CODE - .
AND - - equal to o oo Edit -
12/31/XXXX. — G ’ ] =l
AND ~ | D.EFFDT - Effective Date Eff Date == Current Date Edit ;I
AND <] ECSU_SCO_FUND-8C0 Fund  equalto DY BE0 FURD- Edit | =]
AND * | EEEFFDT - Effective Date Eff Date == Current Date Edit ;I
C.CSU_APPROP_REY_DT- ) — =
alil®) Appropriation Reversion Date Eaalic gl ﬂl —I
B save) Save As Plew Query Preferences Propetties Mew Union QLRetumn to Search |
ReSUItS f Records Y Query Y Expressions Y Prompts Y Fields Y Criteria Y Having Y Wiew SQL Y Preview
Approp Rev Date = 2004-06-30
| Berun Query | Download to Excel 1-6 of &
[T | Dosor | Aoprop RovDato | Approp e To | FNAT oy | Approp Yoar | Busgr Yoar | Aprop raptr |
1|A0200 |2000-2001 General Fund Expense | DB/30/2004 06£30/2002 108617 |2000 2000 0052
2|AF200 |2000-2001 Gen Fund RevTran In 0B/3042004 06£30/2002 108626 |2000 2000 0052
3|BD200 |2000-2001 Reimb Activity Exp 0B/3042004 06£30/2002 120253 |2000 2000 0052
4|BF200 |2000-2001 Reimb Activity Rev 0B/3042004 06£30/2002 108635  |2000 2000 0052
5|CD200 |2000-2001 Tran Qut of Fund 498 0B/3042004 06£30/2002 108938 |2000 2000 0052
6 |EADDG |HESS 2001 Minor Capital Outlay 0B/3042004 06£30/2002 112541 |2001 2001 0106

Once these funds have been identified the balance sheet should be reviewed.
All remaining activity should be reviewed. There should be NO balances on
these balance sheets as they are reverting.
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Sample query to assist with the reconciliation of “Due To” and “Due

From”. This query can be run monthly:
E:gggfll'?)gls/(guery [ Records Y Query | Ewpressions | Prompts " Fields  § Griterig )" Having Y viewSGL ' Preview Y\

\Query Manager

Results:

Wigw All | Berun Query | Download to Excel

|| Fd | Descr [ Accout | Descr | SumTctalAmt |

1-100 of 4481

1 MBO01 FERK Ferkins Loans 10500 Due from General Fund 0.0oa 1]
2 MBO0T FPERI Perkins Loans 108001 Due fram General Fund -20000.000 ]
3 MBO01 FERK Ferkins Loans 10500 Due from General Fund 20000.000 i
4 MEDO1 TF-SEOP State Ed Op Grant Prog 105001 Due fram General Fund 0.000 a
5 MEDQD1 TF-SEOF State Ed Op Grant Prog 105001 Cue from General Fund 563143.000 2
B MEDO1 TF-SEOP State Ed Op Grant Prog 105001 Due fram General Fund -187714.000 3
7 MEDD1 TF-SEOP State Ed Op Grant Prog 1058001 Due from General Fund -187715.000 i
8 MEDO1 TF-SEOP State Ed Op Grant Prog 105001 Due fram General Fund -187714.000 8
9 hF 001 TF-5UG State University Grant 1058001 Due from General Fund 0.000 a
10 hF 001 TF-5UG State University Grant 1058001 Due fram General Fund 5113300.000 2
" hF 001 TF-5UG State University Grant 1058001 Due from General Fund -1704433.000 3
12 hF 001 TF-5UG State University Grant 1058001 Due fram General Fund -1704434.000 T
13 MFO01 TF-5UG State University Grant 1058001 Due fram General Fund -1704433.000 g
14 MO0y | TF-IRA Athletics-General 105001 Due fram General Fund 34600.000 1]
14 mMO014 | TF-IRA Roden 105001 Due fram General Fund 0.0oa 1]
Criteria:
/ Records | Query ) Expressions j Frompts " Fields ) Criteria Y Having | ViewSQL | Preview |
Query Mame: 510 GL DUETO_DUEFROM_RECON_T Description: SEC-Due To/Due Fram Recan

Add Griteria |

Group Griteria |

Expression1 Condition Type Expression 2 Edit Delete

[ E (AACCOUNT - Account like 105% _Edt | =]
[or =] AACCOUNT- Account like 202%) ﬂl =
AMND ABUSINESS_UNIT - Business Unit  equal to SLCMP ﬂl ;I
AND ACURREMCY_CD - Currency Code  equal to JsD ﬂl ;I
AMD AFISCAL_YEAR - Fiscal Year equal to 2003 ﬂl ;I
AND > | AACCOUNT - Account equal fo BACCOUNT ﬂl ;I
AND B.EFFDT - Effective Date Eff Date <= Current Date il ;I
AND = | A FUND_CODE - Fund Code egualto CFUNMD_CODE il =1
AMD C.EFFDT - Effective Date Eff Date == Current Date ﬂl ;I
W RSSO IR ot 12 oo | =]
M Save As Mew Query Freferences Froperties Mew Linion Q Return to Search
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7.3. Sample query to assist with analyzing abnormal balances at
month/year end:

Navigation:
PeopleTools/Query
\Query Manager

Create query by
adding Records,
Fields, & Criteria
similar to the
example (Campus

[ Records " Query

j Ewpressions j Prompts )" Fields | Criteria Y Hawing  } ViewSQL |} Previey

Query Name: 5L0_GL_ABNORMAL_CREDITS_P
Add Criteria |

Description: SEC-Abnormal Balance-credit

Group Ctiteria |

Customize | Find | T

Include a “Having\

SpE‘CIfIC based On Logical Expression1 Condition Type Expression 2
local bu’siness ] ABUSINESS_UNIT- Business Unit equal to SLCMP Criteria” Sum
praCticeS) AND > | ACURRENCY_CD - Currency Code  equal o LIS amount |ess than
AND =] (AACCOUNT- Account like 1% $0
Query to highlight AMND > | AACCOUNT - Account nat in list 101001'105304)
potentially AMD > | AACCOUNT - Account not like 104%
abnorma| Credit AND ¥ | AACCOUNT - Account not like j
balances AND ¥ | AACCOUNT - Account equal to
AND | AFISCAL_YEAR - Fizcal Year equal to hl Edit |;|
Criteria:
[ Records Y Query Y Expressions | Prompts | Fields Y Criteria
Fiscal Year = 2003
Results:

| Berun Query | Download to Excel

1 hix042 104003 Allow Uncoll-AR Revenue
2 HADDZ 201001 Accounts Payahle

3 mioze 201001 Arcounts Payahle

4 Zzoay 201001 Accounts Payahle

5 ZZ100 201001 Accounts Payahle

B ADZ03 201800 Use Tax Payvable

T BO202 201800 se Tax Payahble

g HAQD1 201800 Llse Tax Payable

9 HADDS 201800 se Tax Payahle

10 MS001 201800 Llse Tax Payahle

11 hi:031 201804 AP-BR Dir Dep Clrg
12 Zzoay 201805 AP-BR Acct Pay Clrg
13 MBO01 201808 AP - FA Disbursments
14 MGO07 201808 AP - FA Dishursments
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Item |Report or Document FRS State Ref CMS |Comments
Number [Description Report Ref Report
(per CO Ref

Year

End

Instr)

3 Adjustment to Controller's SAMO03 None |Prepare Manually
Accounts Form 576

Analysis of Change in Fund SAMO09A Prepare Manually
Balance

11 Bank Reconciliation SAM11B None |Prepare Manually

12 |Analysis of Cash in Transit None |Prepare Manually

14a |Report of Bank and/or Savings 445 None |Prepare Manually
& Loan Assn. Outside State
Treasury

14b  |Report of Bank and/or Savings |Attachment None |Prepare Manually
& Loan Assn. Outside State VI (Form)
Treasury

14c  |Reconciliation of General Attachment None |Prepare Manually
Ledger Balances to 14b VI (Form)

16  |Schedule of Accounts None |Prepare Manually
Receivable

18 |Statement of Changes in Report 18 None |Prepare Manually
General Fixed Assets

19 General Fixed Assets Report SAM19 None |Prepare Manually

SAM19A

20 |[Statement of Financial SAM20 None |Prepare Manually
Condition

22  |Statement of Contingent Sections None |Prepare Manually
Liabilities 7979-

8751

23 Report and Explanation of Due | SAM18B None |Prepare Manually
To Due From Other Funds

25 Letter of Transmittal and Attachment None |Prepare Manually
Report Certification Il (Form)

26 Report Table of Contents with None |Prepare Manually
Page Numbers

31 Report of Allocation Orders Attachment None |Prepare Manually
Pending VIl (Form)
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- FIRMS Aucxiliary Organization --m Prepare Manually
File
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II.  FNAT Key Issues

1. Introduction

When a Fund ChartField is created in PeopleSoft Financials it requires a CSU Fund Attribute
value be assigned to it. This CSU Fund Attribute is commonly referred to as a FNAT key. The
FNAT key ties all activity within PeopleSoft Financials to required external reporting, SAM99,
claims, FIRMS, etc. The FNAT key must be correct in order to reconcile the SAM99. In the case
of a few funds, the FNAT key needs to be changed each year effective 7/1/XXXX. In addition, a
few of these funds will need 1) a journal entry each year to transfer balance to the prior year
account and 2) include the reversal of period 0 as a reconciling factor until the SAM99 is run with
the SCO accrual reversal tape. This business process paper is intended to document these
funds and the steps necessary to update the FNAT keys each year.

2. Fund Summary

Table A (below) indicates the funds that require the FNAT key be changed each year in order for
the SAM99 to match the controllers’ information to the campus. In addition it also indicates when
funds require a beginning year journal entry to move the balances from an account titled “current
year” to and account titled “prior year”. (Note: the legacy system was modified to handle the “roll
from current year to prior year, in addition to some “hard coding” in the SAM99 in regards to
matching on fiscal year. PeopleSoft was not modified to handle this nor, was the SAM99 hard
coded. Campuses are expected to handle this manually. To date, it had not been a problem.)

A brief summary of the funds included in this business process paper and their purpose follows:

2.1. General Fund Non-Appropriated Uncleared Collections

Monies are deposited here that can not be readily identified. When they are researched and the
appropriate accounting information is determined these funds are then transferred to the correct
account. There is never a balance in Fund Balance Clearing for these funds as they are not
remitted to the State. There is one fund for this activity on the campus and the FNAT key does
not get changed. (Campus would normally have one fund value, Cal Poly value ZZ005)

2.2. General Fund Non-Appropriated Refunds to Reverted Appropriations
(SCO Revenue 5000)

Refunds to the campus of monies originally expended from an appropriation that has since
reverted are deposited in this fund. This cash is remitted to the State Controller. The SCO had
one account for this activity and the fiscal year is one-year back of the current year. Since the
controller had one account the campus has one fund and the FNAT key on this fund needs to be
changed each year to match the SCO fiscal year. Examples of monies deposited here are
abatements from vendors and/or payroll adjustments. (Campus would normally have one fund,
Cal Poly ZZ006)

2.3. General Fund Non-Appropriated Miscellaneous Revenue (SCO Rev
1614)

The Miscellaneous Revenue fund was formerly named ZZ009 and ZZ010, for CY and PY

respectively. These fund names were designed to be used every year and always be the same
for CY and PY. Because of FNAT key issues and the SAM99 handling of accrual reversals we
have decided it is necessary for a new fund to be created for each fiscal year. The new naming
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convention for these funds is ZRMXX. For fiscal year 2003-2004 the fund is ZRMO03, for prior
year the fund is ZRMO02.

Miscellaneous revenue includes any revenue received for activity prior to the existence of fund
498 (prior to 1985), cash overages, and interest from fee installment plan. These monies are
remitted to the state controller. The state controller maintains two accounts for this activity, one
current year and one prior year. At the end of the fiscal year the state controller does not roll the
balance of either of these accounts forward. The campus activity is reflected in two funds, both of
which need to have the FNAT key changed each year. Since the controller closes out both of
these accounts as of 7/1 the campus activity should be recorded such that the revenue will close
to fund balance as part of the close process. Each year the campus will have to create a new CY
fund. In the event that there is any activity left in a PPY fund the FNAT key for that fund will have
to be mapped to the PY fund, so that we will match the controller. (Campus needs a current year
and prior year account, ZRMXX-CY, ZRMXX-PY.

2.4, General Fund Non-Appropriated Escheat Unclaimed Checks (SCO
Rev 1610)

The Escheat Unclaimed Checks fund was formerly named ZZ015 and ZZ008, for CY and PY
respectively. These fund names were designed to be used every year and always be the same
for CY and PY. Because of FNAT key issues and the SAM99 handling of accrual reversals we
have decided it is necessary for a new fund to be created for each fiscal year. The new naming
convention for these funds is ZREXX. For fiscal year 2003-2004 the fund is ZREQ3, for prior year
the fund is ZREO2.

The controller will post activity to this account for outstanding checks that have not cleared. In
addition, the campus will cancel checks and the net result of the cancelled check (cash) will be
transferred to the escheat account and then remitted to the SCO. Should the check have to be
re-issued a claim is processed against this account to re-issue the cancelled check. The state
controller maintains two accounts for this activity, one current year and one prior year. At the end
of the fiscal year the state controller does not roll the balance of either of these accounts forward.
The campus activity is reflected in two funds, both of which need to have the FNAT key changed
each year. Since the controller closes out both of these accounts as of 7/1 the campus activity
should be recorded such that the revenue will close to fund balance as part of the close process.
Each year the campus will have to create a new CY fund. In the event that there is any activity
left in a PPY fund the FNAT key for that fund will have to be mapped to the PY fund, so that we
will match the controller. (Campus needs a current year and prior year account, Cal Poly value
ZREXX-CY & ZREXX-PY).

2.5. General Fund Non-Appropriated Sale of Fixed Assets (SCO Rev
1604)

Revenues from the sale of fixed assets are deposited into this fund. The state controller
maintains two accounts for this activity, one current year and one prior year. At the end of the
fiscal year the state controller does not roll the balance of either of these accounts forward. The
campus activity is reflected in two funds, both of which need to have the FNAT key changed each
year. Since the controller closes out both of these accounts as of 7/1/ the campus activity should
be recorded such that the revenue will close to fund balance as part of the close process.
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(Campus needs a current year and prior year account, Cal Poly value no campus funds at this
time ).

2.6. General Fund Revolving Fund Advance (Category 97)

The monies in this fund are transferred from the current year general fund appropriation as soon
as the budget act is signed. These funds are used to pay advances, claims, etc and then claim
scheduled are processed against the various funds to reimburse the revolving fund. The
controller has one active revolving fund at any one time and therefore the campus can have one
fund. The FNAT key should be changed as soon as the SCO transfers from prior year to the
current year. (Campus would normally have one fund value, Cal Poly value ZZ001).

2.7. General Fund Pre Pay Other Funds (Category 98)

The monies in this fund are transferred from the current year general fund appropriation as soon
as the budget act is signed. These funds are used to advance funds to other state agencies to
use on our behalf. (Not used by all campuses) The controller has one active fund at any one time
and therefore the campus can have one fund. The FNAT key should be changed as soon as the
SCO transfers from prior year to the current year. (Campus would normally have one fund value,
Cal Poly value 22002 ).

2.8. Higher Education Fees & Income Collected in Advance

Monies deposited in this fund are collected in advance of the year for which they are charged.
For example, Fees collected in May or June for the upcoming Fall Quarter. These funds can be
remitted to the state as income collected in advance (Campus would normally have one fund, Cal
Poly value Zz012).

2.9. Higher Education Fees & Income Collected from Reverted
Appropriations

Moines received here are revenues collected against appropriations that have reverted.
(Campus would normally have one fund value, Cal Poly value — no fund at this time)

3. Enterprise Revenue FNAT Issue

In addition to the funds indicated above, any PeopleSoft Fund established as Proprietary-
Enterprise Revenue funds will need to have the FNAT changed each new fiscal year for the
REVENUE ONLY. Not changing the FNAT will cause the SAM99 to be out of balance.
Examples

CSU Fund 181 — Acct Type R

CSU Fund 201 — Acct Type R

CSU Fund 204 — Acct Type R

CSU Fund 203 — Acct Type R

CSU Fund 261 — Acct Type R

CSU Fund 263 — Acct Type R

CSU Fund 265 — Acct Type R

CSU Fund 282 — Acct Type R

CSU Fund 301 — Acct Type R

CSU Fund 302 — Acct Type R

CSU Fund 304 — Acct Type R

CSU Fund 303 — Acct Type R
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4. Procedures for adding a new FNAT key effective 7-1

Insert a row on the Fund Definition tab effective with the new year fiscal year July 1 date

Navigation:
Set Up Financials | / Fund Definition “(_CSU Fund Afiributes | C5U Reimb Funds )
Supply Chain\ Fund Code
Common
Definitions\ SetlD:  SLCMP Fund Code: 77001
Design Effective Date Customize | Eind | Wiew All |'?'t First (] 13013
Chartfields\ (Effective  gyo4q Descr Short Attributes
. Date = i Description —
Define Values\ 10710102003 [Active  [¥| |GF-Revoling Fnd Ad ooty | Attribut
Chartfleld Values\ clve -Revolving Fn [vanee-( ] rbutes
Fund 2|07/01i2002 [Active x| [GF-Revoling Fnd Advance-(001) | attributes [+ [—|
3|01/011900 [Active v| [GF-Revoling Fnd Advance-(001) | atributes [+ (=]

CP Guide to Legal Basis YE Close
Page 27 of 53 2/24/2005




'cms (AL POLY

Management Systems

Go to the CSU Fund Attribute Tab and assign the appropriate FNAT key for the new year.

/ Fund Definition y CSU Fund Attributes Y CSU Reimb Funds |

SetlD: SLCMP Fund Code: 77001 GF-Revalving Fnd Advance-(001)

Effective Date:  07/01/2003 Status:  Active -]
FNAT Key: |111289 Q
CSU Fund Code: 001 General Fund General Support
SCO Fund: ooo General Fund
SCO Subfund: 000 General Fund
FIRMS Project: 00000 Mon Capital Outlay Project
Fund Proc Type: 1104 Governmental: General Fund Revalving Fund Advance
Legal Fund Grp: General Fund
Legal Fund Typ: G Governmental
SCO Category: 97 SCO Acct Type 1@ BExp/TOut Approp Chapter: 0157
Approp Year: 2003 SCO Acct Type 20 Expend SCO Prgm Code: 00
Approp Ref #: 001 SCO Rev Acct; SCO Element: 0o
Approp Seq: oo Federal Catalog: 00000000 SCO Component: 000
Met Asset Cat: 31 Approp RevDate:  06/30/2006 5CO Task: 0oo
GAAP Fund Typ: 1 Approp Avail To:  06/30/2004 SCO Recon Type: &
Budget Year: 2003 Pom Atrib Key: Legal Fund Src: o
Approp Purp: SUFFORT
5. Table A
5.1. General Fund
SCO-Fund-
Sample Revenue- New Year Action
PS Description Category Csu Required
Fund Fund
727005 GFNA - Uncleared Collections 0001-0000-00- 020 None
R
ZZ006 GFNA — Refunds to Reverted 0001-5000-00- 020 Change FNAT to CY
App D
ZZ007 | GFNA — Other Non-Appropriation | 0001-0000-00- | 020 None
D
ZREXX | GFNA — CY Escheat Unclaimed | 0001-1610-00- 020 Create New Year Fund
Checks R
ZREXX | GFNA — PY Escheat Unclaimed 0001-1610-00- | 020 Move any PPY
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Checks

R

balances to PY and
Inactivate PPY funds

ZRMXX | GFNA — CY Miscellaneous 0001-1614-00- | 020 Create New Year Fund
Revenue R
ZRMXX | GFNA — PY Miscellaneous 0001-1614-00- | 020 Move any PPY
Revenue R balances to PY and
Inactivate PPY funds
None GFNA — CY Sale of Fixed Assets | 0001-1604-00- | 020 Change FNAT to CY,
R Transfer balance of
accruals to PY
None GFNA - PY Sale of Fixed Assets | 0001-1604-00- | 020 Change FNAT to
R match SCO Fiscal
Year
ZZ001 | GF Revolving Fund Advance 0001-0000-97- | 001 Change FNAT to CY
D after Budget Act
signed
727002 | GF Pre Pay Other Funds 0001-0000-98- | 001 Change FNAT to CY
D after Budget Act
signed
5.2. Higher Ed Fees & Income
SCO-Fund-
PS Revenue- New Year Action
Fund Description Category Csu Required
Fund
Z7012 | High Ed Fees & Inc Collected in 0498-0000-00-R | 085 Change FNAT to
Advance match SCO Fiscal
Year
None | High Ed Fees & Inc Collected

from
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.  Accounting Date Options — There are primarily two ways to
derive the Accounting Date on transactions posting to the Ledger. It
is either done in the Subsystem, Accounts Payable/Purchasing, or
through the Journal Generation Process. The following explains
how to use the Subsystems to derive the Accounting Date.

(Need something on what the impacts of deriving the accounting date using the
Journal Generation processes are, related to reporting.)

1. Accounts Payable

In PeopleSoft Payables there are four different options to derive the Accounting Date in the
Accounts Payable SubSystem. These options are: Business Unit, Control Group option, Voucher
Origin, or Voucher level. However, Voucher Origin, will not be used (the functionality does not
work).

During Year End, Cal Poly will primarily use the Business Unit and Control Group Option
to control the Accounting Date.

The following is a brief summary of each of the options and how they will be used at Cal Poly.

1.1. AP Business Unit - Current Date:

Navigation:
Set Up { Definition " SUT Options " ¥oucher Build §” Matching }” Payments " Numbering |
Financials
Supply Chain\ Unit: SLCMP  Description; |53 Luis Obispo Short Description: |50 Campus
Business Unit
Related\
Payables\ General Ledger Unit: [EXTEY shipTo:  JoTo_tos Q)
Payables Accounting Entry Template: [STANDARD | [Q Update Open Periods
Definition
*Post Date Indicator: IUSE Specific Date vl ¥ open For Voucher Posting
™ Post Unapproved Vouchers
Post Thru Date: [peizoizo0s & _ I Post Unmatched Vouchers
| Location: Joo1_129 Ql D Numbers
| *Revalue Option: |voucher =]

When setting up the Payables Options under SLCMP, SLSTD, and SLEMP
Business Unit, the Accounting Date Options specified here will default through
the hierarchy onto individual vouchers. The date specified here is the overall
default accounting date, unless overridden at a lower level (Control Group or
Voucher). The “Use Current Date” option defaults the current system date onto
the voucher as the accounting date. The “Use Specific Date” option allows for a
specific date that will default onto all the vouchers created for SLCMP, SLSTD,
and SLEMP AP Business Unit.
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For Year End, this will be changed to “Use Specific Date” so as to default
the Accounting Date to the FY that is being closed. For example, on July 1,
2003, this date will be set to June 30, 2003. This will cause all vouchers to
default to the prior year, unless overridden at the Group or Voucher level.
This will remain in effect until AP is closed (7/11). After confirmation, this
will be changed back to the “Use Current Date”,

1.2. Control Group Option:

Navigation:

Set Up Financials
Supply Chain\
Business Unit
Related\
Payables\
Payables Option

[ Payables Options " Wouchering Options 1} Wouchering Options 2 ) Payment Options | Tax Options }” WAT Options

SetlD: SLCMP San Luis Obispo

Accounting Date Options ind | Wiew Al First [4] 1.0t 1 [P] Last

=]
ftectvedate: 1701900 B g actve

€ Use Current Date

& Use Specific Date |0513012004 B ‘

Under the Control Group option, if the “Default” under the Accounting Date
options is selected, the accounting date will default to the Accounting Date
Option selected at the Business Unit level. However, this date can be overridden
by selecting “Use Current Date” or “Use Specific Date”.

For Year-End, the Control Group option will be used for those vouchers
that should be posted into the New Year. For example, the AP Technicians
will sort their invoices into groups based on the FY the expense should be
applied to. For those invoices that should be in the New Year, a separate
group will be set up and the Accounting Date Option will be selected to
“Use Current Date”. This will remain in effect until AP is closed (7/11).
After confirmation, the AP Tech will not need to make any changes to this
panel; “ Default” will be selected.
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1.3. Voucher Level Accounting Date:

NaVIQatlon : / Invoice Information ' Payments | Woucher Aftributes ) Accounting Information
Accounts
P bl \ Style: Regular Entry Status: Postable Cornments =
aya € Unit:  SLCMP Voucher ID: 00101333 Budget Status: Mot Chk'd Post Status: Unposted
Vouchers\ Entry\
Regular Entry\ ‘ pount:[ purchaseorder: | | Co0FP0 | worksheet Copy option: [Mane =l
Add
Advanced Yendor Search Imvoice No: |12345
Vendor: IM Y Invoice Date: lm B Accty Date: M
Name: [ocEnFuBLOOT | &) Payterms:  [Netwm 7| BB
Location: W Q) Misc Amt: l— B
hadress: [ 1 Q) Fontam: [ BB
OGEANA PUBLICATIONS ING Sl % Do Merchandise Surmimary
75 MAIN ST SUT Exempt | Use Tax: 725 B

DOBBE FERRY, MY 10622

Total: 100.00 *Curr: [USC Q) Balance:

0.00

1 ‘Distby: |Amt x| SpeedChart I~

tem Description Quantity UOM  Unit Price  Extended Amt o\ TpATintrastat
I a I IK a I LLLLL " use One Asset ID
> il
ChartFields | Exchange Rste | Sialistics |
MOC Amount Quantity *GL Unit Budget Date gccount Openitem Oper Unit Fund Department P
1 1o0.00 [1.0000 [sLcwr @ |05r3012004y3003 Q| Q| a[soz03 @ [10zs00 all

The Accounting Date may be overridden for individual Vouchers by specifying
the Accounting Date on the Accounting Information panel. Using this method
requires greater attention on the part of persons entering vouchers. The budget

date will also need to be changed on each line of the voucher.

This won't be a practice used at Year-End. The only exception would be if
AP has closed, and it is necessary to post an invoice to the prior year. This
would be on a case by case basis. Any vouchers that need to be posted to
the New Year between 07/01 and the date AP closes will need to have the
accounting date and the budget date manually changed on the voucher.
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2. Purchasing

In PeopleSoft Purchasing there is only one place the Accounting Date is derived from. It is on the
Purchase Order Header Panel. This date automatically defaults to the system date.

2.1. PO Accounting Date:

Navigation:

9 . PO Header Details

Purchasing\

Purchase Orders\ Unit: SLCMP PO 2003202543

Maintain Purchase

Orders\ Add vendor: MOWENDOR-001  PODate:  028/2004 Budget Status: Mot Chkd

PO Type: IGEN Q) PO Ref: |On|ineSrcFromReq2003102236
*Billing Location: IDD1_129 ﬂBiIIingAddressOrigin; IONL ﬂ Online

[T TaxExempt  ID: I Letter of Credit ID: I =Y

Currency Code: it Exchange Rate Detail
Rate Date: OE29:2004 Exchange Rate:  1.00000000
Rate Type: CREMNT Base Currency:  LSD

[¥ Hold From Further Processing
¥ Dispatch *Method: | Print - [
Accounting Template: ISTAN DARD g

Acctg Date: IDEI29I20E|4 @

Ok | Cancell Refresh|

The Accounting Date is specified on the Purchase Order Header panel.

During Year End, Cal Poly will primarily use the system date unless the
Encumbrance needs to be recognized in the prior year. Then the
Accounting Date will be overridden.
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2.2.

PO Change Order Accounting Date:

When Change Orders are created, it is important that the PO Accounting Date is reflected
accurately. The following shows how to validate and change the Accounting Date.

Creating a Change Order to an existing PO. CHANGE ORDER TO HAVE NEW YEAR DATE?

Manage Purchase Orders - Use - Purchase Order - o] x|
File Edit Wew Go Favorites Use Process [nguire Report  Help

slel@x aaE| slel D= Sl=] @lelo] #le]s ]|

Lines |Schedule I Header I Cormments | Order By Catalog I

7 N
| Unit: SLCMP PD: 2003200004 ( ) ‘
Fetch Lines
Vendor  [CENT COAS-004 || ip:  [o000000094 |4 From: | 1 +]

PO Date: |06/11/2003 Buyer: [Johnson_Mike ﬂ To: | ﬂ
Line | Item Item Description UOM | PO Gty Amount -
1 WATER TREATMENT SERYICES - @) LOT 1.0000 ush /=

1| | 3|
[ [FsLochy  [lines |Update/Display v
Manage Purchase Orders - Use - Purchase Order

=]
Eile Edit Mew Go Faworites Use Process Inguire Report  Help

ele(@x| ‘aaE| sle == Al &=+

Lines  Scheduls IHeader I Comments | Order By Catalog I

~ o~
| Umit: SLCHMP PO: 2003200004 Qhange Order: 1 ) ‘
,— —
| Line: 1 WATER TREATMEMT SERVICES -%aRIOL UOM: LOT PO Qty: 1.0000 ;I
Sched | Due Date Ship To PO Oty Price Amount - |
1:06/30/2008 Q 070_108 1.0000 UsD @

==

|Update,l'DispIay v

[ [FsLochy  [Schedule
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After the appropriate changes have been made, go to the PO Header Panel and Change the
“Acctg Date” accordingly.

Navigation: Manage Purchase Orders - Use - Purchase Order -0l x|
GO- Administer Eile Edit Mew Go Faworites Use Process Inguire Report  Help
Procurement/M

anage Purchase
Orders
Use-Purchase
Order/

Header

ele(@x| ‘aa8 slel == 2= &le=] +e]s) |

Lines I Schedule  Header |C0mments | Crder By Catalogl

| Umit: SLCHMP PO: 2003200004 Change Order: 1 ‘

Vendor:  CENT C0A5-004 PO Date:  05/11/2003 =] %] =] &
PO Type: Servy Order vl Merch Total Amt: uspD

PO Ref: Adjustment:

Onigin: Imﬂ Online PO Total Amount:

Bill Addrs=  [001_129  ||8] il el

™ Tax Exempt ID- I PO Status: Approved

-Process Control Dption izeEE et Fizeee
Budget Check: Walid

[~ Hold From Further Processing

-Actions
V¥ Dispatch Method: IPlint - —
- | o 151 =) B2
[¥| Post Dncumen@e: 063003
Template: |STANDARD ﬂ
[ [FeLochy  [Header |Update/Display v
You will receive the following message. Select “OK".
Warming Message ... |

: 'ou have entered a future accounting date. [9350,56]

Explain |
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The PO Encumbrance Accounting Date is now changed.

(AL POLY

Manage Purchaze Orders - Use - Purchase Order

File Edit “iew Go Favoites Use Process

Inquire  Beport

M=l
Help

Lines I Schedule Header | Commentsl Order By Catalogl

slel@x| maE slel == == Dlel] #els] |

| Unit: SLCMP PO: 2001204419 Change Order: 1 ‘
Vendor:  FI5H SCIE001 PO Date:  (5/22/2002 EFREEEE
PO Type: - Merch Total Amt: 5076063 LD
PO Ref- Il]nline Sourced from Req Adjustment: 368015
Origin: ||]N|_ +| Online PO Total Amount: 5444078
Bill Addrs: Il]l]1_1 29 ﬂ ~Status Yalues
I= Tiax|Exempt ID: I PO Sfatus: Approved
-Process Control Dption Receipt: Not Recvd
[” Hold From Further Processing bt Eimels (el ChiE
¥ Dispatch Method: LI
I~ Post Docum Acctg Date: |UB;’3I]J'2I]I]2
Template: ISTANDAHD ﬂ
[ |[FSLOTST |Headsr |Update/Displ:
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Within PeopleSoft General Ledger, the Journal Date is equivalent to the Accounting Date place
on Subsystem transactions. A user has the ability to specify the Journal Date when journal
entries are initially created (“Add”). The Journal Date may not be changed after the journal entry

has been added.

3.1. Journal Date:
Actuals Journal Entry Add - Journal Entry |
Navigation:
GO- Process Financial . - z 0k
Information/Process Lz Ll SLEH ﬂ _
Journals
GL J 11D: |MEXT Cancel
Use-Journal Entry — Base anmna I |
Currency/Header/Add (_Journal Date: |06/06/2002 ﬂ >
\
BUd_get_Joumal Entry Add -- Jinl Entiy - Standard Budgets |
Navigation:
GO- Process Financial . - ok
Information/Process Business Unit: SLEHP ﬂ -
Journals |
GL J 11D: |MEXT Cancel
Use-Jrnl Entry — Standard outna I
Budgets/Header/Add <@Date: |T]E!I]EJ'2I]I]2 +I -
3.2.  Reversing Journal Date:
Navigation: Process Journals - Use - Journal Entry - Base Currency M[=] &3
GO- Process File Edit “iew Go Favortes Use Process |nquire Beport Help
Financial alsl@x| aiool sl ==l S5 2kelo] *le ]|
Information/Process Header | Lines | Totas | Enor | & |
Journals nes otals mor PPRI0Yal

Use-Journal Entry —
Base
Currency/Header/Add

—

~
Unit: LBCMQGumaI: MEXT

Date:  0B/30/2003

Long Description: I

Ledger Group:

Ledger:
e Reversal
Source:
SJE
Reference Number:
Budget Adj Type: I j
Journal Class: I ﬂ
[ |FLEFRD [JOURNAL_ENTRY1 |Add v
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GL Journal Entry Processing

" On Date Specified By User

Reversal D ate: I ﬂ

After the journal has
been posted the
reversing entry is
created

Update/Dizplay -- Journal Entry - Baze Currency

Business Unit: [LBCMP ﬂ
GL Journal 1D: II]I]I]I]I]I]EBJIB
Journal Date: I ﬂ

Journal Header Status: I

Budget Checking Header Slalus:l

Source: I ﬂ

L] Lo

u]
Cancel
Search

Weta

Use Query

RELEEL

Mew Query

Unit |Jaurnal |Date | Sed Status |EBudget Check
LBCMP | 0000005646 2002-06-30 |0 |Posted Al
1] | i
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IV. Year-End Closing Baseline Configuration and
Processing

CSU business practices dictate that certain funds close to different fund balance
accounts. Additionally, for FIRMS reporting, project to date balances of nominal
accounts for appropriated funds must roll forward to period zero.

The year-end process is maintained through two year-end close trees, chartfield
value sets and the year end close rules. After all these tools have been updated
to reflect the changes for the current year the year-end close process can be run.
This guide details the configuration and maintenance required for establishing
trees and closing rules.

1. Fund Tree Set-up

There are two trees that are used for the fiscal year end close process. These
trees need to be updated and maintained before you run the fiscal year end
close. See the Cal Poly Tree Business Process Guide for information on how to
create trees.

YE_END_CLOSE Tree

Cal Poly has identified six different fund balance accounts to which
various funds close their nominal accounts. An additional category is
defined —Reverted — to which funds are assigned that have reverted at
year end. This is done so that we can set our tree so that it edits that ALL
funds are on the tree.

Note: 1). As appropriated funds revert, they will need to be moved to the
Reverted category.

2). Fund ZZ013 - GFAAG - does not “close” at year end. However, with
the tree definition set to include all detail values, this fund needs to be
included. It is excluded from the rules as detailed in the next section of
this document.
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PeopleTools>Tree Manager The YE_END_CLOSE tree details which funds will close
their balances to which fund equity account.

2. YE_END_CLOSE

|_E sl L — #all

TES REVERTED - Reverted

b B A o6E - AD1 G0

= [AF196 - AF199

= (A1 96 - Bk 99]

= [AF196 - BFE199]

= (O 96 - cD9g9]

e [eR1as - cR199]
e [Ea001 - EADO4)

i b @ [mraag] - Conversion Fund Snl

l_é ZOS002 - FBE_Cont_MApprop

| TS knoon - Kesae)

S [MO00n - MTss)

PSR [raanni - e
INsSO02 - FBE_ Clearing

S [ADZ00 - ADoog]

&= [AFZ00 - AF999]

== [BODz00 - BDgag]

2= [BFZ00 - BF999]

B [CcDzOo0 - SOag9g9]

B [CRIZO0 - cRggg]

2= [ELDDS - EXEEF]

B [FREOZ - ZTREQ9]

B [FRMOZ - ZRmM9g]

= [FFro01 - ZF011]

B [Frod4 - FFs00]

ZOS5021 - Retained Earmnings
B [Do000 - DESSF]

A= [FOOO0O - FE==F]

= [HOoo00 - HEFF )

TS Ionon - 1IZs s

i L B pinnon - azssa)

IE FO0S0Z20 - FB_Unapprop

| e [eooon - Grosr)

i L @R o oonn - 1L meaa)

l—é 202090 - Other reserves

H e P [mE012] - HE Fees_inc-Rew Coll in Sdw
5 302300 - G F A

b g [m013] - Seneral Fixed Assets

3. YE_LEND_CLOSE_ROLLFORWD Tree

As mentioned earlier, certain funds are required to carry forward their nominal
Revenue and Expenditure account balances to the New Year. In other words,
after closing revenue and expenditure balances to the appropriate fund balance
account (as detailed in the above tree), these same accounts will roll forward
their balances to period 0 of the next fiscal year. The balances in period 0 will be
cumulative over the years as a fund remains active. This is done so that all
cumulative reporting of an appropriated fund can be done from the current
PeopleSoft Fiscal Year.
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PeopleTools>Tree Manager | The YE_END_CLOSE_ROLLFORWD tree

details which funds will be rolling their balances
4. YE_END_CLOSE_ROLLF | forward to the new year.
ORWD

[=F Mo - Fund_ Mot _Included
i~ 2 [aD19E - aDzo0]
= [AF196 - AFZ200]
A BOD19E - BOD200]
= [BF196 - BFZ00]
A [CD1 86 - cD200]
= [CR1G6 - CR199]
A2 [D0o00 - DFFTE)
= [EA001 - EADOS]

I B [FO000 - FEEss]
S [EA00s] - DoF-Student Housing 1
P 0000 - HEZET)
S 10000 - |FFFF)
A= 10000 - JZFTT)
S 0000 - keSs ]
A= [Looog - LFFTT)
S [mAa000 - AT s
A MC000 - MT=Z=F]
JE 001 - mUI0oE]
S [pA000 - WWETT)
JE [0 00 - a0 05]
S (b0 0 - bS]
S (000 - v ETE)
S [rA00d - MAFTE)
2 [FREOZ - FREOF]
= [FRMOZ - FRMO3Z]
B2 [FFo0d - FFs500]
J= [FF9949] - Conversion Fund Onl
=¥ ¥YES - Fund Included

- = [ADz0q - ADggg)
= [aFz01 - AF999]
= [BDZ01 - BODGEG9d]
2= [BFz01 - BF999]
= CcDz01 - chygg]
A [CR200 - CcR999]
=B [EANDT - EXSSF]
A [GA000 - GAan0d]
S [GAONDE - GASST]
A [(MBE000 - MBZZF]
S [mon4] - TE-PRE-CC MT Bishop Temp Pkg
S [MWO0T - hive009]

Note that the type of funds which roll forward are the appropriated funds (GF and
Minor Capital Outlay) and Perkins loan fund (for federal reporting purposes, this
fund is required to report life-to-date activity in various accounts and that is
accomplished by using the roll forward functionality). In addition, any enterprise
or trust funds that are established for a particular project that has a life greater
than one year can be rolled forward so that project to date reporting can be done.

All funds that are reverting should be brought up to the NO section at year end.
You should ask the owner of any non-appropriated funds that are being rolled-
forward if that fund still needs to be active in the following year along with
whether there are any funds that should have Revenue and Expense rolled
forward for project reporting
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2.0DEFINE YEAR END CLOSING RULES

The next steps in configuring year end close rules in PeopleSoft are detailed
below.

Chart Field Value Sets
The first step is to review the chart field value sets (CFV sets) that will be used in

the Year-End close. A new effective dated row will need to be added every
fiscal year end.

The Chart field Value Sets are used to define sets

5. PeopleTools>Set Up of chart field values to be used during closing.
Financials/Supply

Chain>Design Chart
fields>Chart field Value
Sets

Chartfield Values

SetlD: SLCHWP Chartfield Value Set: 05002

Find |view sl  First [ 4c . ™ Lot

*Effective Date: [o6raoizoos i) S — [actve =]
*Ledger Template: STAMDARD
*Description: |305002 FB Continuing Approp

Comments: I ﬂ
W

o - IEund Code =l *How Specified: [Detail- Selected Parents =] [+ (=]
E‘“. VEAR_END_CLOSE Q) ‘ i
Level: Level_2 = .
29 [zos002 al Al =]

The CFV sets that Cal Poly uses are named after the Fund Equity accounts. The
Set above is going to look at the YEAR_END_CLOSE tree at the value 305002.
The other CFV sets are 303090, 305020, 305021, 305022 and
PTD_ROLL_FWD. This last CFV set looks at the YE_CLOSE_ROLLFORWD
tree at the YES value.
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Year End Close Rules

The next step is to update the YE_CLOSE_RULE_NEW. A new effective dated
row will need to be added each fiscal year end.

Closing Options

Closing rules define how PeopleSoft General

6. PeopleTools>General Ledger will calculate retained earnings and carry
Ledger>Close forward balances to the new year.
Ledgers>Closing Rules

[ Closing Options {_Met Income/Retained Eamings } Journal Options }” Rall Forward Options |

SetlD: SLCMP Closing Rule:  YE_CLOSE_RULE_NEW  Closing Type: “ear End
S e S
‘Effective Date: [oeozons [ Status: [actve =] =

“Description: [ear End Closing Rules (8.4) ‘Ledger Template: |5 TANDARD Ql

ear End Closing Options

~ Default Retained Earnings Customize | Find

*ChartField Retain CPY ChartField alue

[accounT -1 O [rrarer Ql =+ =1
[FUND_coDE ~] 4 [ Q) =l =]

The default retained earning is used to capture any accounts that you may have
inadvertently not included on the Net Income/Retained Earnings page. No activity
should close to this default account.
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7. Net Income Retained Earnings

Net Income/Retained Earnings page allows you to
PeopleTools>General close to multiple Ret Earnings. This is where you
Ledger>Close will attach your CFV Sets for Retained Earnings.

Ledgers>Closing Rules

[ Closing Options | Met Income/Retained Earnings {_Jourmal Options | Roll Forward Options |

Setld:  SLCMP Closing Rule: YE_CLOSE_RULE_MEW  Closing Type: Year End
First 12 I Last
. +| =
Effective Date: QBf30/2004 Status: Active _I_I
¥ Close To Multiple Ret Earnings

¥ Retain Earnings ind |View1  First

Chartfield Yalue Group MNumber: 1

¥ ProfitLoss Customize | Find | Wiew A 4
Chartfield Value Set UpdateNew
[305002 Q) Updateitew A+ =]

¥ Retained Earnings 7
_|*ChartField Retain Walue ChartField Value

Account r [z05002 Ql 53
[Fund Cade =] 13 | 4l 53
=

Chartfield Value Group Number: 3

¥ ProfitLoss Customize | Find | View i
Chartfield Value Set UpdateMNew
[205022 Q UpdatefMew =+ =]
¥ Retained Earnings C nize | Find |
_|“ChartField Retain Walue  ChartField Value Book Code Bal Sheet Ind
Aceount = [205022 Q) +] =1
[Fund Cade =l 3 | QJ AR

&=

Chartfield Yalue Group Mumber: 4

¥ ProfitLoss | £
Chartfield Value Set Updateew

[205021 Q UpdateMew + =]
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All of the CFV sets for retained earnings should be attached on this page.

Journal Options

The journal options page is not used at Cal Poly to create a journal, however the
page requires a source value whether or not you check “create a Journal”. Since
we use these rules (SLCMP) to close both the SLCMP and SLCSU business
units, the source that is used on this page MUST exist for both Business Units.
Cal Poly separates the journal source values by setid, so we have created CNV
as a source in both the SLCMP and SLCSU setid. Note: if this is not done the
year end close job will error out. At year-end you will need to make sure that this
page is populated as shown below.

The Journal Options page allows you to specify how

8. PeopleTools>General the journals from the closing process will appear in
Ledger>Close the GL.

Ledgers>Closing Rules

/ Closing Options ' MNet Income/Retained Earnings | Journal Options ' Roll Fanward Options

SetiD: SLCMP  Closing Rule:  vE_CLOSE_RULE_MEW  Closing Type: ‘fear End

Effective Date Eind | Yiew All First (4] 101z D Last

=]
Journal ID Mask: INEXT Source: ICNV ﬂ Closing Doc T}me:l ﬂ OpenBal DucType:I ﬂ

Effective Date: 06/30/2004  Status: Active

Description: |.J0urna|s from closing

[ Create Journal Entries
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9. Roll Forward Options

This panel uses the PTD_ROLL_FWD CFV set to roll forward the appropriate
funds to period 0 of the next fiscal year. Set up the panel as shown.

The Roll Forward Options allows you to specify how funds will
PeopleTools>General be rolled forward to the new year.

Ledger>Close
Ledgers>Closing Rules

/ Closing Options _}~ Netincomel/Retained Earnings _§ Journal Options ) Roll Forward Options ',

SetlD: SLCMP Closing Rule: YE_CLOSE_RULE_MEW Closing Type: Year End

Find | Wiew All First (4] 10,2 I Last

Effective Date: O6r30f2004 Status: Active
¥ Do Mot Roll Forward Zero Bal

*PIL to Roll Forward to Next Yr: [Part cumui=]

~ Roll Forward Profitloss Customize | Find | Al | e First (4] 1011 [¥] Last
Chartfield Walue Set
|PTO_ROLL_FwD al +| =]
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Year End Close Report

Before Year End you will need to run the Year End Close Rule Report and
present the report and a copy of both year end close trees to the director of
Fiscal Services and the Manager of Financial Reporting for review.

This report Details the close rules for the
10.PeopleTools>General appropriate fiscal year.
Ledger>Close

Ledgers>Close Rule

Report
{ Closing Rules
Run
Run Control ID:  YEAR_EMD_REFORT Report WManager Frocess Monitor 4|

Language: |Eng|ish :I'

SetiD: ISLCMP Q)

Closing Rule: IYE_CLOSE_RULE_NEW Q

As of Date: IDEJ’SDIQDM

CP Guide to Legal Basis YE Close
Page 47 of 53 2/24/2005



'cms (AL POLY

Management Systems

V. 4.0 PROCESS YEAR END CLOSE REQUEST

The year end close process is a month long endeavor comprising a multitude of
processing steps directed and monitored by the Financial Reports staff. After all
the steps have been performed and year end reports have been run for archival
purposes, the final step is to process the year end close.

This allows you to close or unclose the ledger.

11.PeopleTools>General
Ledger>Close
Ledgers>Request Ledger

Close
Run Control ID:  |LEDGER_CLOSE Report Manager  Process honitar Feun
=]
 Once Request Humber: 1
& Aways *Close Request Type: IClDSE :I' Fiscal Year: |2003
" Don't Run
Business Unit for Prompting: ISLCMP Q| check onty, Do not process I~

Closing Rule: [fE_cLosE_F @ —— [rcTUAs @) Ledger: [rcTUAs @)

| © BUProcessDate ' aAsofDate  gpecin: IUEISUI2UU4 Bl

# Selected Detail Values Detail - Selected Parents

Tree SetlD: I Level: I Tree: |

Business Unit to Close Customize | Find | e Al ] First (4] 1 of 1 [F] Last
*Select Walue
Lo al EH E

This run control needs to be filled out as detailed above to perform the close
process. You can run the process with the check only, do not process box
marked. This will perform validation checking but will not calculate retained
earning or balance forward amounts.

During closing, PeopleSoft General Ledger performs validation checking for the business
unit and closing rule. Specifically, the system checks whether the following conditions

exist:
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e All ChartFields in the closing rule are valid for the business unit and ledger.
e All ChartField values are valid.
e All retained earnings accounts are valid for the business unit.

« Any duplication or overlapping in the profit/loss selection criteria occurred
(which could cause double entries to retained earnings accounts).

The system displays an error message if any of these validations fail.

12.Processing an Undo Close

The year end close process can be completely reversed (as if no close
process was executed, i.e. no audit trail) by selecting the Close Request
Type Unclose option.

To undo a year-end close enter the Ledger Group, Ledger (if necessary), fiscal year, and
the business units you want to unclose._This seems to indicate that we would need to run
the undo process.

When you run an undo for a year-end close and you:

o Did not elect to create journal entries, the system clears the period 999 (results of
year-end close) and period 0 (balance forward) rows from the ledger.

o Did elect to create journal entries, the system deletes the journal entries and clears
the period 999 and period O rows.

Note. For year-end close, it is not necessary to Undo before re-running a year-
end close because old amounts are always deleted first._This seems to indicate
that we will not have to run an undo if we want to re-close?

CP Guide to Legal Basis YE Close
Page 49 of 53 2/24/2005



'cms (AL POLY

Management Systems

CP Guide to Legal Basis YE Close
Page 50 of 53 2/24/2005



Common

LEMS (AL POLY

VI. Campus Level Accounts

CMS Baseline allows for campuses to make accounts at a lower level then the FIRMS Object
code. Some campuses have found it beneficial to establish detail accounts to assist with monthly
reconciliations and/or processes and year-end.

Detail fund balance clearing accounts can assist with reconciliation of SAM99. Listed below are
samples:

Account Description Activity

305022 Fund Balance Clearing Activity posted by SCO then campus notified
305800 FBC — Claims Claim Schedules

305801 FBC — Plan of Fin Adj  Plan of Financial Adjustments

305802 FBC — Payroll Payroll

Adds structure to the SAM99 Reconciliation process
Common set of transactions to review per account
Most issues within an account can be resolved by one department (staff)

Detail Accounts Payable accounts can assist with claims recon, year end accruals, reversals, etc:

Account Description Activity

201001 Accounts Payable AP subsystem only — main business unit
201800 AP- Use Tax Use Tax

201801 AP — Sales Tax Sales Tax

201802 AP — Accrued PO Enc Year End legal Encumbrance

201803 AP — Billing-Receivables

Detail Account for Due to General Fund to be used by the claim process referring to Revolving
Fund

Account Description Activity
202826 Due to RF Claims Claims Proc (AAT Key = 202001 Due to GF)

CP Guide to Legal Basis YE Close
Page 51 of 53 2/24/2005



Common

LEMS (AL POLY

VIl. Year-End Encumbrance Processing

CSU CMS Finance 7.5 Baseline process CSUGLO015 was created to solve the CSU’s Year-End
Encumbrance processing requirements. Refer to CSU CMS Finance 7.5 Baseline document:
“CMS-FUG CSUGLO015 Configuration Guide.doc” for specific configuration and processing
instructions.

REWRITE FOR 8.4
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VIIl. Checklist

To be prepared by campus.
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