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@ To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

Two reports are available for identified users to view monthly expenditure data:
1. Expenditure Detail Report: Allows the department to view detailed financial transactions by
account code, as of the reporting date.
2. Expenditure Summary Report: Allows the department to view a summary, by account code, of
all financial activities, as of the reporting date.

Access to these reports and specific CMS departments are defined by the user’s security access.

Frequency: Ad hoc

Step 1:

From the My Workplace
homepage navigate to the

Encumbrance,/Expenditure Reports
link.

Note: Requisition/P.O. Summary
and Detail Reports are also found

here.

A new window opens.

_ oy workeioce [

B My Workplace

financialReports @ Distributed Reports

Path: TST_CEZ2 = Dist Finance Templates

Q] Budget Allocation & Transfer Reports @
ritten by PETSTAdmIn and last modified by PETSTAdmI on 702707 10:352 AM

% Commitments Report @
Wi )

=[]

by PETSTAdmin on 7/26/07 3:01 PM

] Encumbrance /Expenditure Reports @
2 Lo D ipandlash ki

1=

STadmin on 7J26/07 4:30 PM

gﬁ Security Reports @
wiritken by PETSTAdmin and last modified by PETSTAmIn on 7/26/07 3:05 PM

refresh | more...

Step 2a:

Click Search to receive a list

of all the commitments reports you
have access to.

Selected Search Template: TST_CEZ > S Encumbrance,/ Expenditure Reports
(3] et Info B Hide Search Criteria

Find released documents, where:

Fiscal Year & equal éo I - I
Accounting Period 4 egual éo I - I

Department 1D & egual fo | |

Department Mame |c0ntains ;I | |

Sark i agual fo I - l
Report Frequency & egual fo I - I

Report Date & graater than ar equal fo I H Clear (MM dfyy)
Repart Date & fass than or equal fo I | Clear (MMdjyy)

Search Restore Defaults

CSUF Date Last Revised: 7/31/2007

Page 1 of 6



http://www.fullerton.edu/cms/Training/docs/index.html

CMS Finance 8.4
Expenditure Reports

°=-_('r_
§m=-(-'

CMS
LLER

-y
=

Business Process Guide

Step 2b:

To filter your reporting results,

enter any of the following criteria:

e Fiscal Year

e Accounting Period
e Department ID

e Department Name
e Sort

e Report Frequency
¢ Report Date

Find released documents, where:

Fiscal Year & egual fo I - I

Accounting Period & agual fa I - I

Depatrtment ID & eguaf fo (10011

Departrent Mame Icnntains - I
Sork & egual fo I 'I

Report Frequency & agual (o I - I
Report Date & greater (han or egual fo I 3 Clear (MMdjie)

Then click Search . -
Report Date & feer (1an ar agual fo I j Claar (MMjdfyy)
Search | Restore Defaults
Step 3

A list of available reports is
displayed.

Click on the report name
EXPEMDITLIRE DETAIL REPORT or

EXPEMDITURE SUMMARY REFORT g

retrieve the report.

Note: The report will open in a
new window.

@ EXPENDITURE CETALL REPORT DiJ

Title Fiscal Year Accounting Period Department ID Department Name — Sort

2006/2007  Aprik10

B EXPENDITURE SRy REPoRT ) 2006/2007  Apri-10

Report Frequency  Report Date
10011 Admission ta Teacher Ed Account  Monthly /2307 12:00 &M
10011 Admission to Teacher Ed Account  Monthly /25107 12:00 &M

CSUF Date Last Revised: 7/31/07

Page 2 of 6




CMS Finance 8.4
Expenditure Reports

Business Process Guide

The Expenditure Detail Report is displayed:

Repezt 1D, FULDAIE
Spasmtan,  gEmphy
Databass,

FoLCEY
Santillan,

Califaznis State Unfversity, Pallazten
TXFRNDITURE DETALL EZFCET

Flacal Year it

* u Account, Repact Fregeancy s Mecthly

#1007, Barisd Macch.03 thru Aprileld

ezt Mgz, and
Degaztmamt, 10011 - Afnissicn tc Tascher B2
Coconent  Cescription Mamdor; Cowt.oar P Brafect  Class/Prcfect Descriptica Eodoes Sra-Emcum
£91300 - Support Stafe Salaciss Eagtaning Salsnce, pgg 2,90 2.00 IR £.od
T.ARLOGIO346 Fuyroll - Mar 2007 THEFD a.00 a.o0 13,240,050
J-HELUGO047 Fuyroll - Epe 3007 THEFD 2,00 2.00
Total §01300 - Support Stff Smlariss P ——r— ) a0 a.op
Ending Dalancs. X a0 a.op
tudant Aawistant Eagtoning Sale a.op
3045 Fayroil - Mar 2207 03431 TREFD a.o0
3947 Fwyrodl - kpr 3397 B4/30  THEFD a.oe
Tetsl §01303 - Gtudsnt Aasiwtant Paricd Artlviey, T a.o0
Ending Dalancs. 0. a.op -vop. 51
Baginming Galenze, . 0.00 a.o b.0a
Fayroil - Mar 2207 B33 THEFD s.an a.o0
J-HRLOGO9047 Fuyroll - Apr 2007 Daf30 THEFD 5.0 a.op
Total 923003 - CABDT Pazicd Activatys [FIET NT] .00
Ending Dalanes. B16.94 o.90 a.op
23003 - Cantsl Iosursscs Eagianing Ealsnces a.oe
- Fayroll - Mar 0131 THEFD a.o0
Fayroll - fpr 3347 B4/33 THEFD a.oe
Total 803003 - Cantal Insureacs Paztod Activicp. 7] a.o0
Endtng Ealance. a.00 a.op 270,33
£23004 - Hamlth aod Wel tazw Eaglaning Eeis 2.5 3.0¢ 0.5 B2
T-RRLOGIO046  Fuyroll - Mar 2007 01431 THEFD a.o0 131,03
J-MELESD9047 Fayroll - Epe 3007 £4/30  THEPD 2.00 128, pn
Total §03004 - Haslth and Walfars Partcd Activiep. s, a.op 396,69
Ending Balancs s, a.oe 3866 EELR ]
£93005 - Rativamant EBagtaning Salsnce, .o a.op
J-RRLEGI346  Fayrodl - Mar 2337 01431 TREFD .00
J-BRLOGCI047  Fuyroll - Apr 2007 D430 THEFD a.o0
Tckal 803005 - Hakivamant Fazlcd Rotlelty, a.or
Ending Dalanca. a.op
E23011 - Lifs Tosuzsooe EBagioning Salance, a.on
T-RLOGI046  Fayroll - Mar 2037 B33 THEFD a.o0
J-HRLOGOI047 Fuyroll - Apr 2007 Daf30 THEFD a.op
Total 303011 - Life Insurance Pazicd Activicys 55 .00
Ending Zalanca. .38 a.oe X

**Refer to Sample Report attached**
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The following table lists CMS field names and their definitions used for the Expenditure Detail Report.

Field Definition

Document This field identifies the document type (ie. Journal, PO, Req) and CMS ID number.

Description This field provides additional information about the document type.

Reference The reference number assigned by the preparer in CMS.

Vendor / Customer This field provides the vendor/customer name for the transaction.

Date This field identifies the date the transaction was entered in CMS.

Fund This field identifies the funding source for the transaction.

Prog This field is used by Accounting Services for reporting purposes at the Chancellor’s Office.

Class This field is an extension of the department number. Information in this column only
appears if applicable.

Project This field is an extension of the account. Departments use this field to track expenditures at
a very specific level.

Class / Project This field gives a detailed description of Class and Project

Description

Budget This field identifies the original budgeted amount for the transaction.

Pre-Encum This field identifies the pre-encumbered amount for the transaction.

Encumbrance This field identifies the encumbered amount for the transaction.

Actual Expense This field identifies the actual amount expensed from the department.

Available This field identifies the available balance in the department’s budget (Budget minus Actual
Expense).
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Mapcrt 1D FULDMOG4 Fage Ho. L
Speratar, — Pun Cuba D7/23/2007
Dutatars,  FEFTLCNY Fun Tire 02,48.00_F

Dapt Mgri  Gantillam, Sandy
Depaztmact, 10011 - Admission tc Tascher B4

Fund  Frcg Clwss Frociect  ClassiBrofect D Bndzet Actual Tasense Avatianie ¥ Yesr i Cmed Comn Commit ECD Fwnding _ Profectes Av
EI1302 - Studsot Aewirtast { Eegicaing Ealences 0.0 .o .90 2.00 0o
THEFD 0.0 .o .90 299,63
Total S013€3 - Student hmsistmat Faclod Actlvlcy, 0.6 X =.a0 TR
Enalog Balacce 0.6 boa =.q0 14,63 -a00.EL 333 aen.an a.op 0.6 -B00. 51
Total Sagioning Ealances 0. Lo .90 .50 PR
Fariod ACtLyity: 0.0 X =90 899, 63
Endlog Salacce 0.6 ] =.a0 TN TR TR TR TN 3,08 0. ETTR
EI1N00 - fupport Staff Salacies (Bkud) Bagloning Salances 0. b.od a0 0.z
THEFD 0.0 X a0
Total 501300 - Gupport SEaff Smlaries Faciod Actlvity: 0.0 X =.a0
Endlog Salacce 0.6 [ a0 26,8131 61.33 10200 2.8 o.c [FTRT
Total Stud Bagloning Salances 0. b.od a0 a.eo ]
Faciod Activicy. 0.0 X =.a0 3691327
Enlog Balance 0.6 ] =.a0 T6,a13.17 Z%.@13.07  §1.33 10800 3.0 0.C (N3
E13001 - CASDI (Bwoafits) Begioatng Ealences 0.6 [X-] ag a.ce o
THEPD T X 20 PN
Total 803061 - CABDT Faciod Actlvicy, FrrCTy ] a0 FRTTRT;
Endleg Dulancs, a1c.04 (X ] ] 1,653, 06 937.02  §3.33 202,47 a.op 0.6 5
£13002 - Canksl Insursncs (Dazadis) Beglentng Galanse, 0.0 b.od ag a.c0 o
THEED 31052 Lo 20 =g 3n
Total $93063 - Cantal Iomurmsce Faclod Activicy, 310.52 ] a0 =413
Enlog Balance 310.52 (X au =413 270,31 8133 16695 a.oe 0.2 370,33
£13004 - Hanlth and Welfars (Baosfits) Begioatng Ealences 0.6 [X-] ag a.ce o
THEPD T X 20 FTTNT)
Total 503004 - Gaalch aod Malfmce Faciod Actlvicy, 19303 X a0 FTERT
Enlog Balance 191.09 (X au 394,06 19542 3.3 30233 a.oe 0.6 LR
£13005 - Fatireceat (Becsfite) Begioatng Ealences [X-] ag 0.
THEPD X 20
Total 50300% - Racicamanc Faciod Actlvicy, X a0
Enlog Balance (X au 0 §1.33 30233 a.oe 0.6 2,307.23
E13011 - Lifs Tnsuzance (Ganefits) Begioatng Ealences 0.6 [X-] 2.90 a.ce 0.9

**Refer to Sample Report attached**
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The following table lists CMS field names and their definitions used for the Expenditure Summary Report.

Field Definition

Fund This field identifies the funding source for the transaction.

Prog This field is used by Accounting Services for reporting purposes at the Chancellor’s Office.

Class This field is an extension of the department number. Information in this column only
appears if applicable.

Project This field is an extension of the account. Departments use this field to track expenditures at

a very specific level.

Class / Project

This field gives a detailed description of Class and Project

Description

Budget This field identifies the original budgeted amount for the transaction.
Pre-Encum This field identifies the pre-encumbered amount for the transaction.
Encumbrance This field identifies the encumbered amount for the transaction.

Actual Expense

This field identifies the actual amount expensed from the department.

Available This field identifies the available balance in the department’s budget (Budget minus Actual
Expense).

% Year This field identifies the remaining percentage of the budget year.

% Used This field identifies the percentage of the budget expensed for the year.

Open Commit

This field identifies the total dollar amount of open commitments entered in CMS by the
preparer.

LCD Pending

This field identifies the payroll projected amount (ie. salary, benefits).

Projected Av

This field identifies the projected available balance. This amount includes pre-encumbered,
encumbered, open commitments and LCD pending amounts.
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