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DEFINITIONS
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Kuali Financial System (KFS)

• CSU-Pueblo’s Financial System of record where all financial transactions 
related to the university are maintained

• Electronic Workflow

• Has checks and balances
– Require receipts before reimbursement is paid (PDF Format)
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Account

• A seven digit number that is specific to a certain activity (e.g. 
Mathematics)

• Falls within a sub-fund that defines the activity (Education and 
General, Auxiliary, etc.)

• Three roles within the Account
– Fiscal Officer (day to day person overseeing activity)

– Account Manager (confirms financial objectives are met)

– Account Supervisor (high level oversight, must be a different person from 
other two roles)

• Every journal entry posts to an account number.  Entries route to 
Fiscal Officer for approval to ensure appropriateness of the charge
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Activity 1 

1. Find an Account in your department.

2. Who is listed in the three main roles on that account?

3. Pull a complete list of accounts for your department.

o Sort the list on the screen by fiscal officer
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Fiscal Officer (FO)

• A role assigned in Kuali at the account level

• Individual, not a group
– Can be delegated

• Journal Entries entered in Kuali that relate to the account route to FO for 
approval

• FO must be knowledgeable on:
– transactions that should hit the account

– Funds are spent according to a pre-established budget or need

– allocation of expenses are appropriate
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Activity 2

• Pull a list of accounts you are fiscal officer on.  If you are 
not a fiscal officer, pull a list of accounts Robin Arwood is 
Fiscal Officer on.
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Organizational Approver

• ORG-Pxxx

• Multiple people in group, but only needs 1 to approve

• Access is granted via a form, and not through edit in Kuali

• Approver is normally a business officer, department manager or other 
senior administrator
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Division Approver

• DIV-Pxxx

• Multiple people in group, but only needs 1 to approve

• Access is granted via a form, and not through edit in Kuali

• Typically dean, department head, or other senior administrator

• Individual can be in ORG and DIV roles, but should not be the fiscal officer 
– If not an option, at a minimum, the individual entering the document should be 

different
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Activity 3

• Look up the ORG approvers for your department

• Look up the Hospitality approver for your department
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Object Codes

• Four digit code which specifies the type of activity being charged 
(assets, liabilities, revenue, expense)
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Object Code Smart Coding
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Object Code Type Normal 

Balance

Objects commonly used

1XXX Asset Debit Cash (1100)

2XXX Liability Credit A/P Liability (2100)

3xxx Beginning Balance Credit 3000 Beginning Balance Upload

4XXX

9900

9904 

Revenue Credit External Revenue (43xx-44xx)

Internal Revenue (48xx-49xx)

Transfer Income (9900, 9904-Plant)

5XXX –

6XXX

7xxx-8xxx

9902, 9905

Expense Debit Salary (5xxx), General Supplies (62xx),

General Services (66xx)

COGS, Equipment (7xxx-8xxx), Transfer 

Expense (9902, 9905-Plant)



Activity 4

• Find the “KFS Income Statement Object Descriptions” 
listing as well as the “KFS Balance Sheet Object 
Descriptions” listing links on the CSUP website.

• Look up all the General Supplies Object Codes (62xx) in 
Kuali.
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RESPONSIBILITIES 
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Fiscal Officers Responsibilities

• Review every Kuali document that routes and if appropriate, approve
– A few documents are uploads and do not route (e.g. payroll)

• During review, ensure:
– Adequate resources exist (i.e. budget or cash)

– Entry is correct and is supported by adequate back-up

– Correct Object Code/Account Number 

– Does not violate Fiscal Rules, Federal or State Laws or Uniform Guidance
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Fiscal Officer/Account Manager 
Responsibilities

• Account Reconciliation
– Recommend monthly reconciliation, but at a minimum quarterly 

reconciliation of every account to ensure:
• Appropriate charges - charges are appropriate and charged to correct account

• Not overspent - account is not in cash deficit or exceeds budget

• Expense being recorded in period incurred and revenue being recorded in period 
earned

– No set reconciliation template, but we can provide examples
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Reconciliation Example-Salary Savings
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Reconciliation Example-Error
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Reconciliation Example - Comparative
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Activity 5

• Use account 2210219 to pull a monthly balance by Object 
Code summary using the “General Ledger Balance” 
lookup in Kuali.

o Export the results to Excel.

• Pull transactions for 2nd quarter (periods 04-06) for 
account 2210219 in the “General Ledger Entry” lookup
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Kuali Workflow-Fiscal Officer
• Approves all Adjustment/Accrual Vouchers, Budget Adjustments, 

Distribution of Income and Expense, General Error Correction, 
Encumbrance and Transfer of Funds

• Does not approve: automatic uploads such as payroll and 
student/commercial receivables

Fiscal Officer Route Log Example:
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Organization Approval

• ORG-Pxxx
• Approves all Adjustment/Accrual Vouchers, Budget Adjustments, 

Distribution of Income and Expense, General Error Correction, 
Encumbrance and Transfer of Funds

• $1,000 or greater: Disbursement Voucher, Internal Billing, Internal 
Order, Requisition

Organization Approval Route Log Example:
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Division Approver

• Approves all transactions over $10,000

Division Approval Route Log Example:
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Activity 6

• Select a document in your Action List to review the Route Log 
(workflow).  If you do not have a document in your action list, 
reference DOC# 17966571.
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BALANCE LOOKUP
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Budget vs Self Funded (Cash)

Budget Based: calculate balance based off of budget (e.g. Education and General funds)

• Budget – Actual – Encumbrances=Available Balance

Self-Funded (Cash) Based: calculated balance based off of fund balance (e.g. Athletics, 
Auxiliaries)

• Assets (1xxx) – Liabilities (2xxx)=Available Balance

Capital accounts vary between budget and self-funded
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Budget or Self-Funded (Cash) Account?

• Click on Account Number:
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Budget or Self-Funded (Cash) Account?

• Click on “SubFund Group Code”:
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Budget or Self-Funded (Cash) Account?

• Spending Authority will populate with Cash or Budget:
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Balance Inquiry

• Budget Based Accounts: Use Balances by Consolidation

• Self-Funded (Cash) Based Accounts: Use Available Balances
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Balances by Consolidation (Budget Based Inquiries)
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Balances by Consolidation (Budget Based Inquiries)
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Available Balances (Self-Funded/Cash Based Account Inquiry)
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Available Balances 
(Self-Funded/Cash Based Account Inquiry)

• Fund Balance = $40
Assets = $159,245

Liabilities = $159,205
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Activity 7

• Look up if 2602235 is a Cash (Self-Funded) based or a budget 
based account.

– Look up the balance within account 2602235.

• Look up if 1310640 is a cash based or budget based account.

– Look up the balance within account 1310640.
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POLICY AND PROCEDURES
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Policy and Procedures

• The CSU System is governed by the CSU System Rules, which then 
delegates to the campuses, more authority to add more 
detail/information to the rules

https://www.csupueblo.edu/vice-president-for-finance-and-
administration/bfs-policy/index.html

• Financial Procedures Instruction (FPI)

https://www.csupueblo.edu/vice-president-for-finance-and-
administration/bfs-policy/rule-02-expenditures-and-revenues.html
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Helpful Links

• Funds and Subfunds Guidance: https://www.csupueblo.edu/vice-
president-for-finance-and-administration/_doc/bfs-policy/rule01/fpi-1-3-
csu-pueblo-funds-and-subfunds.pdf

• KFS Income Statement Object Code Descriptions: 
https://www.csupueblo.edu/business-financial-services/_doc/kuali-
financial-system/resources/kfs-income-statement-descriptions.pdf

• KFS Balance Sheet Object Code Descriptions:  
https://www.csupueblo.edu/business-financial-services/_doc/kuali-
financial-system/resources/kfs-balance-sheet-object-descriptions.pdf
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INTERNAL CONTROLS
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Internal Controls
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• The mechanisms, rules and procedures implemented by CSUP to ensure the 
integrity of financial and accounting information, promote accountability and 
prevent fraud.

• Two types of Internal Controls:
– Preventative Controls – Policies and procedures

– Detective Controls – account reconciliations



Internal Control Example

• Cash Handling
– Cashiers, who process check and cash payments, do not have access 

to Cash Receipt documents

– Ticket Sales: some departments sell tickets, and depending on size 
could have software that sells tickets, or do it by hand – depending 
on set up, controls could vary

– Credit Card Sales: Depending on size of department, separation of 
duties around payment processing, entering journal entry and 
reconciliation

– Cash/Check: Person creating the deposit cannot also approve the 
deposit
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QUESTIONS?
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