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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 

 

Step 1 

 

Navigate to the Commitment 

Data Entry page: 

 

Home > Fullerton 

Customizations > PO > 

Commitment Data Entry 

 

 

 

 

 

 

 
Step 2 

 

Click .   
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Step 3 

 

The Commitment Data Entry 

page displays. 

 

If you are copying an existing 

Commitment Entry, click .  

Refer to Copy a Commitment 

in this guide for further 

instructions. 

 

Otherwise, follow the 

instructions below to fill out the 

commitment. 

 

 

  

 

 

Header Information 

 

The header information is 

automatically populated. 

 

 
 

Field What do I need to enter? 

Commitment ID 
No entry required.  When you click , 

an ID 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: 

 

 Reference Number 

 Line Status 

 Description 

 Original Amount 

 Current Amount 

 Account 

 Fund Code 

 Dept 

 Description 

 Distribution Status 

 

Optional fields: 

 Class 

 Project 

 

To add a line, click .   

To remove a line, click . 

 

 
 

Field What do I 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.      
 

 

Sub-Totals 

 

Step 5 

 

When you have entered all 

required information, click  

to populate the Sub-

Totals fields.  The calculated 

data will populate by 

Distribution Line number. 

 

 

 

 

 

 

A Commitment ID number will 

appear once you have 

selected . Saving the 

Commitment will also generate 

a Commitment ID. 

 

 

 

 

 
 

 
 

Field What do I need to enter? 

Rows No entry required.  Information will display 

when is selected. 

Original Amount No entry required.  Information will display 

when is selected. 

Current Amount No entry required.  Information will display 

when is selected. 

Difference No entry required.  Information will display 
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when is selected. 
 

 

Step 6 

 

Once you have entered the 

commitment information, click 

 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. 

 

 

 

 

Optional Tools:  

 

 Print 

 Calculate 

 Copy 

 Cancel 

 
 

Field What does this do? 

 

Prints the commitment data entry currently 

displayed. 

 

Calculates amount by Distribution Line. 

 

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. 

 

Cancels the commitment only if the status is 

„Open‟. 
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Find/Modify an Existing 
Commitment 

 
Step 1 
 
At the Commitment Data Entry 
page, click 

on . 

 

 
 

Step 2 

 

Click  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. 

 
 

 

 

Step 3  

 

The search results appear. 

 

Click on the existing 

Commitment you wish to view. 

  

 

 



Commitment Data Entry 

 

Business Process Guide 
Desk Manual 

 

CSUF Date Last Revised: 1/7/09 Page 7 of 15  

 

 
 

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. 

 

 

Click  to update totals.  

 

Step 5 

 

Click  to save your 

changes. 

 

Step 6 

 

If you want to add a new 

Commitment, click .  

Refer back to Step 1. 

 

 

 

 

 

 

Buttons:  

 

 Save 

 Notify 

 Add 

 Update/Display 

 Previous in List 

 Next in List 

 

 
Field What does this do? 

 
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. 

 
Not used at CSUF. Notifies a user via worklist 

/ email of a task that needs to be completed.  

 
Creates a new Commitment.  

 

 
Updates an existing Commitment. 

 
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. 

 
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. 



Commitment Data Entry 

 

Business Process Guide 
Desk Manual 

 

CSUF Date Last Revised: 1/7/09 Page 8 of 15  

 

  

 

Cancel a Commitment 

 

Step 1 

 

To cancel a commitment entry, 

click . 

  

 
 

Step 2 

 

Click  to confirm 

you want to cancel the 

commitment. 

 

Step 3 

 

Click . 
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Copy a Commitment 

 

Step 1 

 

Note: The “Copy From” 

functionality is only available 

when Commitment ID is equal 

to NEXT. 

 

From a blank Commitment 

Data Entry page, click . 

 
 

 
 

Step 2 

 

Enter the Commitment ID or 

click  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. 
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Step 3 

 

Click . 

 
 

 

A new Commitment Data Entry 

page will display.  All fields are 

copied into the new 

commitment.  The 

Commitment ID number will be 

„NEXT‟ until the commitment is 

saved.  

 

Step 4 

 

Make any changes. 

Click . A Commitment 

ID will be auto generated. 
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Print a Commitment 
 

Note: Print functionality is only 

available when the budget 

transfer has been saved. 

 

Step 1 

 

Click . 

 

 
 

Step 2 

 

When the print request 

information screen appears, 

click .  
 

 

Step 3 

 

Click . 

 

 

 

 

 
 

 

 

Step 4 

 

A new window opens.  Select 

the newest Instance listed in 

the process list (usually the 

first one). 

 

Click  until Run 

Status = Success and 

Distribution Status = Posted. 

 

 

 



Commitment Data Entry 

 

Business Process Guide 
Desk Manual 

 

CSUF Date Last Revised: 1/7/09 Page 12 of 15  

 

 

Step 5 

 

Click . 

 

 
 

Step 6 

 

Click View Log/Trace  

 
 

Step 7 

 

Click the PDF file. 
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A new window for the report 

opens. 

 

Step 8 

To print the report, click . 

 

Step 9 

 

When finished printing the 

report, close the report window 

and process monitor window.  
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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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Process 

 

Prints the commitment data entry currently displayed. 

 

Calculates distribution information entries. 

 

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. 

 

Cancels the data entry only if the status is „Open‟. 

 
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. 

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

 
Creates a new Commitment.  

 

 
Updates an existing Commitment. 

 
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. 

 
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. 

 


