Commitment Data Entry . Business Process Guide
’ Desk Manual

FULLERTON

The Commitment Data Entry page is a tool for CSUF campus departments to use in monitoring their
funds before they are actually pre-encumbered, encumbered and/or expensed. The on-line page
provides the User with the ability to allocate funds for specific purposes or set aside funds for future
events. However, the Users must manually remove transactions from this page once the funds have
either been pre-encumbered, encumbered or paid otherwise report balances will appear inflated. The use
of this on-line page will allow for one central place to administer allocated funds and through reporting
facilitate reconciliation.

Frequency: ad-hoc (as needed). Transactions will occur throughout the year.

Adding a New
Commitment

FO
ﬁ Requisitions ﬁ Commitment Entry

Fullerton REG Entry Fullerton Commitment Entry
I Requisitions REG Data Ertry. =] Commitment Crata Entry.
[» Commitiment Entry = REG Inguir

[> Query [=] Preparer PO Print

- Grant Oracle Permissions EIREQ Appraval
[> Reparting Tools
[> PeopleTools

Step 1

Navigate to the Commitment
Data Entry page:

Home > Fullerton ﬁ Commitment Entry
Customizations > PO > _
Commitment Data Entry Fullerton Commitment Entry
Commitment Data Ent
Commitment Data Entry
Step 2

Eind an Existing YWalue Add a New Value
Click__Add_|

Find an Existing Yalue | Add a Mew value
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Step 3

The Commitment Data Entry
page displays.

If you are copying an existing
Copy

Commitment Entry, click B
Refer to Copy a Commitment
in this guide for further
instructions.

Otherwise, follow the
instructions below to fill out the
commitment.

Commitment Data Entry

Header Information

Commitment ID NEXT Commitment Date 10/01/2008 Status  Open Preparer Arthur, Lot

Line Information

Line Status IOpen

Line 1 Reference Number |

FHE

Description I

Distribution Information

1|—|—|—Q|—Q|—Q!—QI =Y [open ] 5] =
—

0.00 0.00
Print Calculate Copy Cancel
@ Process Monitor = b4
Bsave | Elmctity Esoad | FlpdateDisplay

Header Information

The header information is
automatically populated.

Header Information

Commitment ID NEXT Commitment Date 10i01/2008 Status  Open Preparer arthur, Lot

Field What do | need to enter?

Commitment ID

No entry required. When you cIickM,

an 1D number is automatically assigned.

Commitment Date No entry required. The field populates the

current system date.

Status No entry required. All Commitments
automatically default to ‘Open’.
Preparer No entry required. The Preparer is populated

as the user logged in to the system.
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Line Information/Distribution
Information

A brief description of
commitment in chartfield
values to be pre-encumbered.

Step 4

In the Line Information/
Distribution Information box,
complete the following
required fields:

e Reference Number
Line Status
Description
Original Amount
Current Amount
Account

Fund Code

Dept

Description
Distribution Status

Optional fields:
e Class
e Project

To add a line, click.
To remove a line, cIickEl.

First [4] 1.2 072 [V] Last

Line Information
Line 1 Reference Number |TR#1234SE

Find | View 1

Line Status | Open hal =

Description

IDecemner In-State Travel

Distribution Information

tatus
1| 2500.00 | 2500.00 (606801 O |THEFD & [10057 & Q‘ Open I. [+ [=]

QL \CruwT Robot

2 [ 100000 | 100000 608801 [THEFD G [10057 Q Q | Q. [Tom Servo [open | =
2| 5000.00 | 5000.00 [60B801 O |[THEFD & [10087 O Q| Q) Joel Robinson [open | [=]
Line 2 Reference Number |TR#EE4321 Line Status |Cpen - E|

Description IDecember Qut-of-State Travel ;I

Distribution Information

0 inal  |Current
Amuun( Amount Account Fund Code Class Project Description

1/ 1500.00 [ 1500.00 [605002 O [THEFD & [100857 4 Q| L [Joel Robinson Open -l =
2 [ 1500.00 | 1500.00/ 608002 @ [THEFD & [10057 @ Q | L Mike Nelson| [open | =
3| 150000 | 150000 [606002 Cy |[THEFD @ [10057 Gy Q| Cl [Clayton Forrester [open =1 [=]

Field | What do | need to enter?
Line Information
Line No entry required.

Reference Number Entry is optional. Can be used to reconcile

between commitments and financial systems.

Line Status Entry is optional. Will default as “Open”. Status
of the line item. User can maintain a
different line item status separate from other
line items. Options are Open, Closed or

Canceled.

Description Entry is optional. Description of the commitment

entry.

Distribution Information

Line No entry required.

Original Amount Entry required. Enter Original Commitment

amount.

Current Amount Entry required. Enter Current Commitment
amount.

Account Entry required. Enter the account number the
item is being charged to.

Fund Code Entry required. Enter the Fund the item is being
charged to.

Dept Entry required. Enter the Dept ID the item is
being charged to.

Class Entry not required unless you are charging the
item to a Class.

Project Entry not required unless you are charging the
item to a Program.

Description Entry is optional. Enter a brief description of the

line item.

Distribution Status Entry is optional. Will default as “Open”. Status
of the individual distribution. User can
maintain a different distribution status

separate from other distributions under a
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single line. Options are Open, Closed or
Canceled.

Commitment Data Entry

Sub—TotaIs ‘ I UOn
CommitmemID MNEXT Commitment Date  11/26/2008 Status Open Preparer Arthur, Lori
Line Information Find | View All First 1] 1072 O Last
SteQ 5 Line 1 Reference Number [TR #123456 Line Status |Open - &=
Description December In-State Travel =]
When you have entered a” Distribution Information Find First ) 13 0f3 [ Last
required information, click e e e — FEEE
Calculate 1| 250000 | 2500.00 [506801 CL [THEFD @ [10057 Qo a | Q_ [CrowT.Rabot Open B =
2100000 [ 1000.00 [s06801 @ [THEFD Q. [10057 @ a | Q. [Tom Servo [apen =l =
to p0pU|ate the Sub- 3| 5000.00 | 5000.00 (606801 & [THEFD & [10057 & a C, [Joel Rebinson [open =l =]
Totals fields. The calculated T o aoa [ o
data W|” populate by - Original Amount Currenun Difference
Distribution Line number.
Print alculate Copy Cancel
& Process Monitor By *®
ESave| .QRetummSearchl 1[5 Previous in lel 4[] Next in List Elmntify| EsAdd | | E|UpdateDisplay

Commitment Data Entry

ommitment Date 11/26/2008 Status  Open Preparer Arthur, Lori

A Commitment ID number will

Line Information Find | View 1 First 1% 12 of 2 LX) Last

appear once you have Line 1 Reference Number TR #123456 Line Status [Open =] F=
Calculate Description December In-State Travel =
-]

Selected . Saving the Distribution Information Find st W 130r3 (M Last
Commitment will also generate o G i oo Jomoces oo s s o e

1] 2500.00 | 2500.00 (606801 & [THEFD O [10087 & Q | Q |Grow T. Robot Open - [=]

a Commitment ID. 2 [ 100000 [ 100000 606801 @ [THEFD @ [10057 |Q a | Q. [Tom servo [open | =
3| 5000.00 | 5000.00 606801 G [THEFD @ 10057 QO Q [ Q. |Joel Robinson [open = [=1

Line 2 Reference Number [TR #554321 Line Status |Open - F[=
Description December Out-of-State Travel j

Distribution Information Find First 1*] 4.3 of 3 L*| Last

. |Original | Current - Distribution
Line Amount |Amount Account Fund Code (Dept Class Project Description Status

1| 1500.00/ | 1500.00/ [506002 G, THEFD 4 [10057 QL Q | Q [Joel Robinsan Open - [=]

2| 1500.00 | 1500.00 506002 QL [THEFD @ [10057 @ Q[  [Mike Nelson [Open =l =
3| 1500.00 | 1500.00 608002 @ [THEFD O [10057 & Q| < [Clayton Forrester [Open =l [=]

Sub-Totals Find | B First (4 1 o1 0 Last

Rows Original Amount Current Amount Difference
6

1 13000.00 13000.00

Print Calculate Copy Cancel
&  Process Monitor M EE) b4

@ save| QretumtoSearcn | [ fElPrevious inList | E et Lst | =] oty | EvAdd | | EUpdateDisplay

Field What do | need to enter?
Rows No entry required. Information will display
Calculate
when is selected.
Original Amount No entry required. Information will display
Calculate
when is selected.
Current Amount No entry required. Information will display
Calculate
when is selected.
Difference No entry required. Information will display
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Calculate
when is selected.

First E 10f1 E Last
Original Amount Current Amount Difference
Steg 6 4500.00 4500.00
Print Calculate Copy Cancel
Once you have entered the & Froess onitr B ®
commitment information, click
& save | YRRetumto search | | +Elprevious in List | | +E] Hext i List | | (] Hotiy | EvaAdd | | E Updateisplay
Bl save | .
in order to save the
Commitment.

Step 7

Change the distribution status
as necessary.

When all Distribution lines are
canceled or complete the
system will automatically
change the Line Status to
Canceled or Complete.

When all Lines are canceled
or complete the system will
automatically change the
Header Status to canceled or
complete.

Subsequently, if you cancel or
complete a line then the
system will automatically
cancel or complete all
distributions under that line.

Header Information

Status Open

CommitmentID 0000004029  Commitment Date 11/26/2008

Preparer Arthur, Lori

Line Information

Reference Number \TR#12345E
ion December In-State Travel ;I
-]
D butio 0 tio d
Origina D butio
1| 2500.00 | 2500.00 (506801 & [THEFD Q [10057 & Q C [CrowT. Rabot Complete x =]
2 1000.00 [ 1000.00 (506801 @ [THEFD C [10057 & Q[ Q, [Tom serva [Complete =] =
3 500000 | 5000.00 |506801 € [THEFD & [10057 < Q C, [Joel Robinson \v +] [=]
Line 2 Reference Number [TR #654321 <|Jnesmus Open - > FE=
Description December Qut-of-State Travel ;I
[-]
D butio 0 tio
Origina butio
1| 1500.00 | 1500.00 (606002 QL [THEFD QL 10057 Q4 Q| L [Joel Robinson Open - =
2| 1500.00 | 1500.00 (606002 O [THEFD & 10057 & Q| Q[ Mike Nelson [open =] =
3150000 | 150000 606002 €Y |THEFD Q@ 10057 Q| Q, [Clayton Forrester Open =] =
b-To
Original Amo e o
1 6 13000.00 13000.00
Print Calculate Copy Cancel
& Process Monitor ] By ) 4

B save | ARetumtoSearch | +H Previous inList | |5 et i List | | Wotity |

ErAdd | | F Updatemispiay

Optional Tools:

Print
Calculate

Copy
Cancel

Print Calculate Copy Cancel
&  Process Monitor B X
Field What does this do?
Print Prints the commitment data entry currently
= displayed.
Calculate Calculates amount by Distribution Line.
Copy Creates an exact copy of an existing
commitment. Can select from a list of
% available Commitment IDs. Data can be

overridden once the copy function is selected.

Cancel Cancels the commitment only

xX ‘Open’.

if the status is
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Find/Modify an Existing
Commitment

Step 1

At the Commitment Data Entry

page, click
o) Find an Existing Value |

Commitment Data Entry

Eind an Existing Value Add a New Value

Add

Find an Existing Value | Add a Mew Value

Step 2

Click ﬂl to view all

open commitments.

Or fill out one or more of the
search fields to narrow your
results.

You may save your search
criteria by clicking on Save
Search Criteria. This enables
you to run the same search in
the future without re-entering
the search criteria.

Commitment Data Entry
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value
Use Saved Search:l "l

|begins with =] |

Commitment ID:

Commitment Date: | = =l | 5]
Commitment Status: | = j | Open ﬂ
Commitment Preparer: | begins with ﬂ | &'}
Reference: |begins with ﬂ|

Department: |begins withﬂ| &'}

Class Field: [ begins with ||

Project: |begins withj|

Original Commitment Aml:| = j |

Current Commitment Amt: | = j |

" Case Sensitive

Clear |Elasi|:Searu:h = Save Search Criteria YDelete Saved Search
R

Step 3

The search results appear.

Click on the existing
Commitment you wish to view.

Search Results

First [4] 10f6 [] Last

[Commitment 1D|Commitment Date [Commitment Status [Commitment Preparer |Reference [Department|Class Field|Project|0riginal Commitment Amt|Current Commitment Amt

0000004029
0000004029
0000004029

26-NOV-08 Opet
26-NOY-08
26-NOYV-08

800484735
800484735
800484735

TR #123456 10057
TR #123456 10057
TR #123456 10057

(blank)
blank)
blank)

blank) 2500
blank) 1000
blank) 5000

0000004029  26-NOY-08 800484735 TR #654321 10057 blank) blank) 1500 1500
0000004029  26-NOY-08 800484735 TR #654321 10057 blank) blank) 1500 1500
0000004029  26-NOV-08 800484735 TR #654321 10057 blank) blank) 1500 1500
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Step 4

You can make changes to any
commitment regardless of its
status. You can reopen any
Cancelled or Completed
Commitment. However, only
Open Commitments will be
available for reporting.

Calculate

Click to update totals.

Step 5

Clickﬂ‘ to save your

changes.

Step 6

If you want to add a new

Commitment, click Exadd |
Refer back to Step 1.

Header Information
Commitment|D 0000004028 Commitment Date 11/26/2008 Status Open Preparer Arthur, Lori
Line Information Find | View 1 First [ 1-2 of 2 [¥] Last
Line 1 Reference Number [TR #123456 Line Status [Complete =] F[=
Description December In-State Travel ;I

Distribution Information Find First [ 130f2 O] Last

___ |Original |Current _ o Distribution
Line Amoud || Amowunt Account Fund Code |Dept Class Project Description Status

1| 2500.00 | 2500.00 606801 O THEFD & 10057 & Q C |Crow T. Robot Complete = =]

2 1000.00 | 100000 (606801 L THEFD O [10057 @ Q| @ [Tom Senvo [complete =] =
3| 5000.00 | 5000.00 (606801 &4 [THEFD @ 10057 @ Q| @, [Joel Robinsen [Compicte =
Line 2 Reference Number [TR #654321 Line Status |Open - F[=
Description December Out-of-State Travel ﬂ
[-]
Distribution Information Find First ] 13 urzm Last
Uﬁﬁ_i:ﬂ ﬁ::;i:‘l Account  |Fund Code |Dept Class Project Description W
1| 1500.00/ | 1500.00 (606002 QL [THEFD € [10057 @ Q Q. [Joel Robinson Open - [=]
2[1500.00 | 1500.00 06002 Q [THEFD O [10057 & Q[  [Mike Nelson [Open =l =
3| 1500.00/ | 1500.00 (806002 X [THEFD 2 [10057 & Q| < [Clayton Forrester [Open =l =
Find | B8 First (4 101 ) Last
Original Amount Current Amount Difference
12000.00 1200000
Print Calculate Copy Cancel
&  Process Monitor i} By ®
& save| 2 Retum to Search | |48l Previous in List | ] Nt n Lt | 5] oty | EvAdd | | EUpdateDisplay

Buttons:

Save

Notify

Add
Update/Display
Previous in List
Next in List

Field What does this do?

Bl save Sends the information you've entered on the
page to the database. Save when you come

to the end of a component. The Save
command always updates the data for all
pages in a component. Upon save, the
system displays the Saved message in the
upper-right corner of the page.

(=] Moty | Not used at CSUF. Notifies a user via worklist
/ email of a task that needs to be completed.
By Add Creates a new Commitment.
Z UpdateDizplay Updates an existing Commitment.
+E] Previous in List | Displays the previous data row in your search

results grid. This button is not available if you
didn't select the data row from the search
results grid, if there was only one row in the
grid, or if the data displayed is the last row in
the grid.

+[E] Mext in List | Displays the next data row in your search
results grid. This button is not available if you
didn't select the data row from a search results

grid, if there was only one row in the grid, or if
the data displayed is the last row in the grid.
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Cancel a Commitment

Step 1

To cancel a commitment entry,
Cancel

click *

‘Commitment Data Entry

CommitmentID 0000004029 Commitment Date 11/26/2008 Status  Open Preparer Arthur, Lori

"| Last
FHI=
Find First 1) 13 0f2 X Last
Original |Current Distribution
Line Amount || Amount Account Fund Code |Dept Class Project Description Status
1/ 250000/ | 2500.00 (606801 QL [THEFD QL [10057 & Q | . [Crow T. Robot Complete v =
2| 1000.00 [ 100000 (506801 O [THEFD & [10057 (O Q| [Complete =] =
3 [ 500000 | 5000.00 (606801 [THEFD & [10057 & a | [Compicte 1 =

First (41 1-2 of 2

Find | View 1

Line Status |Complete =

Line Information

Line 1 Reference Number |TR#123455

Description December In-State Travel

Distribution Information

aQ |Tom Seno

Q. |Joe\ Robinson

Line 2 Reference Number [TR #554321 Line Status |Open - =
Description December Qut-of-State Travel j

Eind First (1 1-3 of 3 [/ Last

Find irst
. |Original  |Current - Distribution
Line Amount |Amount Account Fund Code (Dept Class Project Description Status

1| 1500.00/ | 1500.00/ [506002 G, THEFD 4 [10057 QL Q | Q, [Joel Robinsan Open - [=]

Distribution Information

2| 1500.00 | 1500.00 506002 QL [THEFD @ [10057 @ Q[  [Mike Nelson [Open =l [=]
3[1500.00 | 1500.00 608002 @ [THEFD 4 [10057 & Q| Q [Clayton Forrester [Open =l [=]

First %] 1 of 1 L Last
Original Amount Current Amount Difference
13000.00 13000.00
Print Calculate Copy Cancel
&  Process Monitor M EE) b4

& save| Qretumtosearcn | [rElPrevious inList | E Nextn st | ] oty | EvAdd | | EUpdateDisplay

Step 2

Click Ll to confirm

you want to cancel the
commitment.

Step 3

Click.

This option will cancel Commitment "0000004029°. (31000,18)

Do you wish to continue?
Yes Ma

Windows Internet Explorer x|

"'-\ Commitment 0000004029 has been canceled, (31000,17)
L]
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Copy a Commitment

Step 1

Note: The “Copy From”
functionality is only available
when Commitment ID is equal
to NEXT.

Commitment Data Entry

Heade™ " ...u

Commitment ID NEXT Commitment Date 10/01/2008 Status Open Preparer Arthur, Lori

Line Information

1
Line Status | open -

Line 1 Reference Number |

Description I

Distribution Information

Line Qriginal | Current |Account Fund Code |Dept Class Project Description Dlstrlbuuun
/Amount |Amount Status

i lal lal lal @] Q| lOnen—_IIEl

0.00 0.00

Rows Original Amount Current Amount

From a blank Commitment Print Calculate Copy Cancel
Cnp}, &  Process Monitor @ By b 4
Data Entry page, CIiCk % Esave | [Elnitity | Erdd | FlpdateDisplay
Copy Commitment Entry

Step 2

Enter the Commitment ID or

click A to select
Commitments based on your
criteria. Only those
commitments that you are
authorized to view will display.

Select the Commitment that
you wish to copy.

Commitment 1D | Q

QK | Cancel |

Look Up Commitment ID

Commitment 1D | begins with ]|

Commitment Date: E = | El
Commitment Status: = = |
Preparer |D: |begins with =|| &)
Department: |begin5 with = Q

Class Field: | begins with =]

Project: |begin5 with ﬂ|

Original Commitment Amt:

Current Commitment Amt

Look Up | Clear |

I: j | Main Cuntenti

==

Cancel | Basic Lookup

Search Results

View All

Business Commitment
Unit 1D

Commitment Commitment

Date Status
FLCMP 0000004029  26-MNOY-03 Canceled
FLCMP 0000004029  26-MOY-03 Canceled
ELCMP 0000004029 26-MNOY-03 Canceled
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Copy Commitment Entry
Step 3

. Commitment D (0000004029
Cl|ckL|. L’J Q

QK | Cancel |

‘Commitment Data Entry

A new Commitment Data Entry
page will display. All fields are

Commitment ID NEXT Commitment Date  11/26/2008 Status Open Preparer Arthur, Lori

A . Line Information Find | View Al First [1] 1 or2 O Last
C0p|6d into the new Line 1 Reference Number [TR #123456 Line Status [Open - HE
COmm'tment The Description December In-State Travel ;I
COmm'tment ID number WI” be Distribution Information Find First 41 4-3 of 3 ¥ Last
‘NEXT’ until the commitment is @gﬁﬂﬁ Current |account  |Funa code |Dept Cisss  |Project Description e rr
saved. 1| 250000 | 250000 (606801 Q. THEFD G [10057 QU Q| G [Crow T. Robot Open - =]

2| 100000 | 1000.00/ [foBR01 | [THEFD @ [10057 Qo Q| Q. [Tom Servo [open =l =
3| 5000.00 | 5000.00/ [f0B801 @ [THEFD @ [10057 & Q| €L Joel Robinson [open | [=]

Step 4

Sub-Totals Find | B First (1) 4 o1 [V Last

Make any changes.
. Save . Print Calculate Copy Cancel
Click = . A Commitment S Process lonttr B %

ID will be auto generated.

Commitment ID 0000004030
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Commitment Data Entry
P r I nt a‘ CO m m I tm ent Commitment ID 0000000459  Commitment Date  (07/01/2007 Status  Open Preparer Kim Kee

Line Information

Note: Print functionality is OnIy Line 1 Reference Number [PARKING PERMITS FE=
aVa]IabIe When the budget Description F¥ 07/08 parking permits purchased =

-]
transfer has been saved. OETEbe R

Distribution

Original  Current

Line Amount  Amount Account Fund Code Dept Class Project Description Status
Step 1 1[ 20000 [ zo0.00 [5e0003 & [THEFD @ [rotes | A a @, [far wisitars [open =] [#1 [=]
- Rows Original Amount Current Amount Difference
Prlnt 1 1 200.00 200.00
CIICk . Print Calculate Copy Cancel
& Process Monitor *®

& save | E\Return to Search | [=] hotify | Bvadd | | Updstemisplay

Windows Internet Explorer x|

Step 2
The print request For Commitment 10 “0000004030" has been submitted, (31000,29)
'
L

When the print request

information screen appears,
. Cf;
C|ICk.

Step 3 :
Print

Click Process Monitor & Process Monitor

M View Process Request For

User ID: |300484735 QL Type: I vl Last: ’_1 Days 1@
A new window opens. Select server | =l name: N CEre ®

. . Run |—_|v Distribution |—;| ~
the newest Instance listed in Status: Status v Save OnRefresh

Process List Customize | Find | Vie: ooV agre [ Lagt

the process list (usually the el =
ﬁrSt%ne) ( y Select Instam:e’; Process Type % User Run DatefTime Run Status. w |£t@
' r 75972 SQR Report FULPOOD1 800484735 11/26/2008 3:19:28PM P ails
. Refresh .
C|ICk—| until Run

Status = Success and
Distribution Status = Posted.
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Process List || SemerList

Steg 5 View Process Request For
UserID: [200484735 Q. Type: | vl Last | 1 [Days ] Refresh |
Cl kDEtH”E Server.l 'I Name: 2, Instance: to
Ic . Run I vl Distribution I vl ¥ save On Refresh
Status: Status
Process List Customize | Find | Vi First %1 1.of 1 L] Last
Select | Instance | Seq. |Process Type % User Run Date/Time Run Status W Details
- 75972 SQR Report FULPOOO1 800484735 11/26/2008 319:28PM PST  Success Fosted Details
< “’
Process Detail
Step 6 Process

Click View Log/Trace

Instance: 75972 Type: SQR Report
Name: FULFOOO0 Description: FULPOO01
Run Status:  Success Distribution Status: Posted
Run ____________________________JupdateProcess
Run Control ID: REQID-0000004030 " Hold Request
Location: Server ¢ Queue Request
Server: PSUMNX TR
" Delete Request
JEELIELEE " Restart Request
Date/Time Actions
Request Created On: 11/26/2008 3:19:28FM PST Parameters Transfer
Run Anytime After:  11/26/2008 3:19:28PM PST Message Log
Began Process At 11/26/2008 3:19:39FPM PST Batch Timings
Ended Process At 11/26/2008 3:19:52FPM PST View Log/Trace

Step 7

Click the PDE file.

View Log/Trace
ReportlD: 49099 Process Instance; 75072 Message Log
Name: FULFQOOO01 Process Type: SOR Report

Run Status: Success

FULFPOO01
Distribution Details
Distribution Node: FFULSTG Expiration Date: 11/28/2008
File List
Hame File Size es Datetime Created
SO kg 972 1o 1,600 11/26/2008 3:19:52.000000FPM PST
fulpo001 75972 PDF 3,064 11/26/2008 3:19:52.000000FPM PST
fu x 63 11/26/2008 3:19:52.000000FPM PST
Distribute To
Distribution ID Type *Distribution ID
User
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H /2 https://cmsdevdf-reports.calstate.edu/psreports/FFULSTG,/ 49099 /fulpoDD1_75972.PDF - Windows Inter -0 x
A new window for the report z pacs 2 =B
- I& https:”cmsdev‘tl‘rrapnrts.calstata.edu,rpsrapnrtleFLILSTGf49099,rfulpnntj ﬁ 41| X IGnngIe B

opens. Yy

File Edit GoTe Favorites Help

w o @https:,ifcmsdev4f-reports‘ca\state‘edufpsreportsfFFU...| | 'Eh - B - @ h QPEDB - @TDNS -7

Step 8 B)a & i @@=t i
To print the report, click [Ep .

Step 9 : i o ' R ——
When finished printing the s SRR L mm B e e B
report, close the report window L e e e e -
and process monitor window. S S

Distritnticn Tnteomtic

rigiam [— Pma Thetsibation
ey fmtiny [ Dept Clams Tmjest  Damsripeiza Seutar
Tme 1 3 rgmae § o T man @ aatay Jesd Bobinase camel
EE g — Curcant Mmouat rr—
. 30000 . a0 . 2.0
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The following table is a list of CMS field names and their definitions used throughout this guide.

Field

Definition

Header Information

Commitment ID

An auto generated ID number.

Commitment Date

The field populates the current system date. You may change the date if required.

Status Status of entire commitment. May be Open, Complete or Canceled.
Preparer The Preparer is populated as the user logged in to the system.

Line Information

Line Auto assigned line number.

Reference # Reference is a 10 digit reference field for the user.

Line Status Status of line item commitment. May be Open, Complete or Canceled.
Description Description field describes the commitment.

Distribution Information

Line

Auto assigned line number.

Original Amount

The Original Amount of the Commitment

Current Amount

The Original Amount of the Commitment minus Amount of Actual Expenses.

Account

Captures financial transactions such as Revenues and Expenditures. It
provides the detail breakdown for Revenue/Expenditure reporting and is the
lowest level of detail required for campus-wide reporting.

Fund Code

Represents the source of money related to financial transactions.

Dept

Defines academic areas, research units, or administrative offices with an
appointed manager that has programmatic, operational, fiscal and/or
budgetary responsibility for a specific set of activities and projects/grants.

Class

Provides for any special cost reporting needs a division, department or other
organizational unit may have that are not met by the campus-wide reporting
values defined in the other chartfields.

Project

Identifies a discrete set of activities. The values should be considered a
further breakdown of CMS Account values. Activities associated with this
Chartfield may span multiple Departments, Funds and/or Accounts.

Description

Description field describes the distribution line commitment.

Distribution Status

Status of line item distribution commitment. May be Open, Complete or
Canceled.

Sub-Totals

Original Amount

Total Original Amount by Commitment Line

Current Amount

Total Current Amount by Commitment Line

Difference

Total Original Amount minus Total Current Amount by Commitment Line
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FULLERTON
Process

Print Prints the commitment data entry currently displayed.

=
Calculate Calculates distribution information entries.

Copy Creates an exact copy of an existing commitment. Can select from a list of

e available Commitment IDs. Data can be overridden once the copy function is
selected.
Cancel Cancels the data entry only if the status is ‘Open’.

X
B zave |

Sends the information you've entered on the page to the database. Save
when you come to the end of a component. The Save command always
updates the data for all pages in a component. Upon save, the system
displays the Saved message in the upper-right corner of the page.

[=] motify |

Not used at CSUF. Notifies a user via worklist / email of a task that needs to
be completed.

S Add

Creates a new Commitment.

UpdsteDisplay

Updates an existing Commitment.

+[E Previous in List |

Displays the previous data row in your search results grid. This button is not
available if you didn't select the data row from the search results grid, if there
was only one row in the grid, or if the data displayed is the last row in the grid.

+E] Mesdt in List |

Displays the next data row in your search results grid. This button is not
available if you didn't select the data row from a search results grid, if there
was only one row in the grid, or if the data displayed is the last row in the grid.
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