Kuali Financial System (KFS)
New User Training

Presented by: Accounting
Purchasing
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KFS Overview

* Kuali is a community of universities, colleges, and commercial
affiliates that have partnered to build and sustain an integrated
set of financial services designed by higher education for higher
education

* A key component of KFS is an electronic document, called an
“‘eDoc,” which is initiated by a user of the system, electronically
routed through an approval process, and posted to the
appropriate budget, procurement, and accounting modules.

»  CSU-Pueblo will implement KFS, version 5.0.3, on July 1, 2014



%mo

KFS Basics Training Agenda

User Access

Basic Navigation

Chart of Accounts

Exposure to eDocuments

Action List

Document Approval

Document Search, Inquiries, and Reports



User Access




KFS User Access

* All users must complete this basic training session to
gain access to KFS.

» Training session attendance roster will be used to grant
initial system access.

* In the future, use the CSU-P Computing Resource
Application (CRA) process to add new users, change
existing access, or delete access.




s CRA Request

https://secure.colostate-pueblo.edul/its/forms/itscra/ComputingResourceApplication1.aspx

|/ € Colorado State University-Pue... | (= ]
€

|8 Most Visited @ Getting Started

& htt

Plaa ¥ & =

©

secure.colostate-pueblo.edu/its

» TWOLF Portal  » Faculty/ Staff Portal > Admissions > Athletics > Academics > Apply Now

lorado Computing Resource Application (CRA)

PueBLO, Please complete a CRA o obtain, change or remove accesstothe | The following is granted with all new CRA's and does not need to be

following items: requested
« eAccount - Standard computer access « Internet Access
« Personal or Departmental e-mail « E-mail (Student Employees must request e-mail)
« AIS - Administrative Information System « Microsoft Office
« Network shared directories « Access to network drives (I: and L)

Website management

Blackboard access will automatically be granted to instructors once
they are recorded as instructor of record. Students will be granted
access after registration into the course. CRA for Blackboard is not
necessary.

Please complete filling out this form within 60 minutes or all input information will be lost.
Contact the Help Desk at 719-549-2002 with questions. Allow up to five business days upon supervisor approval for processing.

» Type of Senvice (Choose one to continue) » required fields
[CNew eAccount

[EModify Access for Existing eAccount

[EiTerminate Account (No longer employed at the University or need department access;

Guest Account: Please contact the Help Desk at 719-549-2002 for instant access.
(Must be a CSU-Pueblo Faculty or Staff to request a Guest account.)

About | Disclaimer | Equal Opportunity | Privacy Statement | Giving to CSU-Pueblo | Contact CSU-Ft.Collins | CSU-Global | CSU-System



https://secure.colostate-pueblo.edu/its/forms/itscra/ComputingResourceApplication1.aspx

Basic Navigation




KFS Training Sign In Procedure

https://secure.colostate.edu/Pueblo

To access the KFS training environment, type the
link into your browser.


https://secure.colostate.edu/Pueblo

KFS Training Sign In Procedure

[

- Catalo
EEmall <
Course Offerings
E PAWS Deadlines & Due Dates
Directory
ﬁg' Blackboard MRS
POl A (Jse eAccount password Faculty Resources
Password Help Library & Academic
eAccount, email & Blackboard Resources Center

o TWOLFnet Semester Notes
— ; :
"yl Register devices

Staff Resources

B Employee Portal Suggest a link

KFS University Grievance Officer
Kuali Financial System

University Services




KFS Training Sign In Procedure

({1 Financial System (KFS)

System (KF3) production environment is live to enter fiscal

We are pleased to announce that the Kuali Financial )
M Lisa L. Ramos
year 2015 transactions at Colorado State University-Pueblol

E-mail: liza.ram colostate-pueblo.edu
While itis a tremendous accomplishment to bring the KFS system . == e

online, much work remains to be accomplished inthe coming months, including converting FY14 AlS balances to
KF3, loading budgets, implementing capital assets, and completing our first Kuali fiscal year-end a year from now.
Cwer the next two years, we will be re-engineering processes, updating policies, and procedures, and deploying more
ofthe KFS functionality to campus users.

We recognize that it will take a period of adjustment for all of us to ) ~ )
become familiar with the KFS financial system, processes, and Geraldine Trujillo-Martinez
) ) T_ P ' Purchasing Director
tools. Aswe all get usedto doing things in a new way, we encourage ETRreE SR ARGl
your feedback to ensure processes and resources are revised or E-mail: g.trujillomardinez@colostate-
refined to serve the needs ofthe campus community. Please know pueblo.edu
we are here to support you, and we will continue to send additional
communications with important news and updates.

What is changing with the implementation of the KF 5 system
KF3 is one of the systems supported by the Kuali Foundation, a
consortium of colleges and universities. The Kuali modules are

m Do you have a
WY Kuali question?
open and community-sourced Enterprise Resource Planning Bl




KFS Training Sign In Procedure

Authentication Required

elD Login

Login to
secure.colostate.edu

eName: lisa.ramos

Enter your user credentials chaswing. seevesssses

Important!

Logging Out of Your Session

® This is a single sign-on authentication.
® Your CSU session remains active after log out from a service until you close your browser.
® Completely exit your web browser when finished.



KFS Training Sign In Procedure

Welcome to the Junos Pulse Secure Access Service.
Waelcome to C5U 55L Gateway for Pueblo, testing variables: 158.142.32.9, lisa.ramos (Collapse)

KFS QUAL3

KFS Production | Select the KFS Production
bookmark for the live environment
or the Training bookmark for
practice

KFS Training

Client Application Sessions

%% Junos Pulse
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PueBLO

KFS Training Sign In Procedure

CHOOSE YOUR CAMPUS:

Use a suggested selection:

DefaultLogo DefaultLogo

Colorado State University Colorado State University Pueblo ..

Or enter your organization's name

| Continue
Allow me to pick from a list Help

Contact CSU | Disclaimer | Egual Opportunity | Privacy Statement
Colorado State University, Fort Collins, CO 30523 USA
2005 Colorado State University




KFS Training Sign In Procedure

Authentication Required

elD Login

Login to

secure.colostate.edu
Enter your user credentials eName: lisaramos
again_. ePassword: eeeesssssse

Important!

Logging Out of Your Session

® This is a single sign-on authentication.
® Your CSU session remains active after log out from a service until you close your browser.
® Completely exit your web browser when finished.



Kuls Poral Index +
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[Fuali

financial

colostate.edu

[ |\ SYSTEM
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7 action list | (7] dac search

Message Of The Day

e This is the QA 3 Environmentrrer:

Tramsactions

Budget Construction

« Busdost Congiruction Selestion
Financial Processing

« Aivance Degesit

« Adlusiment/Accrual Voucher
« Busloat Acdusimert

« Cash Racai

* Desbursement Voucher

» Ganeral Error Correctan

« Pra-Encur
+ Single Sided Budger adiustment
 Work Grder Authorization
Purchasing/ Accounts Payable
 Baymen ]
Reseiving

‘Bequsiion

 Shoo Catakogs
+ yandor Credit Mems

Administrative Transactions

Capital Asset Builder

o Capa ide 29 T
* Captsl Assat Buider GL Transacsions

Capital Asset Hanagement

Financial Processing

* Cash Mansgamant
* General Ledaer Corraction Process

sones Claned fram Prod an 0331/ 14wmn for CSU Pueble Testing

Custom Document Searches
Fananisl Transactians

Capital Asset Hanagement

« Agsat Mpintanance

Financial Processing
Furchasing/Accounts Fayable
= Electronic Inveice Asiscs
« Brvpm Paueste

« Receving

Laokup and Maintenance
Capital Asset Builder
[ S —

Capital Asset Management

o szt
= s Fabrication
» Azt Globa) (Acdd)

« Assat Lecabon Global
= Agsst Pagment

Chart of Accounts

csount

= account Delegate Giobal
» fccount Delenate Globa) From Madel
« Qbiect Cede
+ Crapnizntion
» projac Code
= Subcaccoun

You are not logged in.

Balance Inquiries
General Ledger

- Aaiable Bslances
« Balaoces

b Balanc
rnaral Ledqer Balance

ral L edger Pending Fny
= Dpen Encumbrances

1099 Process

Recard Maintenance
« Bayer

« Fayes

= Eaymens

- "

= 1059 Exzeption Repont

o

To log off from KFS, simply
close the browser by
selecting the “x” located in
the upper right corner of the
web page.



Screen Elements
| Zuali

financial systemss

[ -] action list | [l doc search |

The KFS financial system is organized into three menu tabs

Main Menu: displays the list of transactions and functions
for general users

Maintenance: used by central users to maintain reference
tables

Administration: reserved for technical staff or super users
for system configuration and maintenance




Screen Elements
fuali

financial systemse

Maintenance = Administ action Iist:

documents initiated and
Message Of The Day Saved

nwraThis is the QA 3 Environmentrmen wnre Cloned from documents routed to you for
— approval, acknowledgement,
Budget Construction Or FYl

* Budget Construction Selection

| action lst || doc search

Financial Processing



fuali

financial systemse

Screen Elements

Maintenance = Administ doc SearCh

Message Of The Day

nwraThis is the QA 3 Environmentrmen

wrr Cloned from

Transactions

Budget Construction

* Budget Construction Selection

Financial Processing

allows a user to search for a
KFS document.



Screen Elements
fuali

financial systemse

Maintenance ~ Administ Message Of The Dav

used to broadcast important
Mestge 1 The D information to KFS users.

| ] action lst | ¢ doc search

nwraThis is the QA 3 Environmentrmen wrre Cloned from

Transactions

Budget Construction

* Budget Construction Selection

Financial Processing



|Fuali

financial systemse

LETNGEGITM | Maintenance | Administration

| ] action list ||l doc search |

Message Of The Day

wnruThis is the QA 3 Environmentrrn nrry Cloned from Prod on 03/21 /14w for CSU Pueblo Testing

Transactions Custom Document Searches Balance Inquiries
Budoet Construction Financial Transactions General Ledaer

Logged in User: displays the user's e-account.




Screen Elements
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ser; lisa.ramos@colostate-pueblo.edu

Message Of The Day

wnruThis is the QA 3 Environmentrrn nrry Cloned from Prod on 03/21 /14w for CSU Pueblo Testing

Transactions Custom Document Searches Balance Inquiries

Budoet Construction Financial Transactions General Ledaer

Impersonating User: Allows a user to “mirror” another user's
permissions for demonstration, testing, and learning
purposes.




Provide Feedback

P

financial systemsa

(I action list | (& doc search |

Maintenance Administratien

Logged in User: daleathe

l Provide Feedback

Message Of The Day

JULY MonthEnd is Friday, August 6.

All Approved Transactions thru August 6 will post as a July transaction.

Transactions

Custom Document Searches

Balanee Inguiries

Budget Construction

+ Budget Construction Selection

Financial Processing

Advance Deposit
Adjustment/Accrual Voucher
Budget Adjustment

Cash Receipt

Disbursement Voucher

Distribution of Income and Expense
General Error Correction

Indirect Cost Adjustment

Trtarnal Rillina

Financial Transactions

Capital Asset Management

+ Asset Maintenance

Financial Processing

+ Disbursement Vouchers
Purchasing/Accounts Payable
* Electronic Invoice Rejects

+ Pavment Reguests
s Purchase Orders

General Ledger

* Available Balances

Balances by Consolidation
Cash Balances

General Ledger Balance
General Ledoer Entry
General Ledger Pending Entry
Open Encumbrances

1099 Process

m




Transactions

Main Menu Tab

Custom Document Searches

Balance Inguiries

Budget Construction

* Budget Construction Selection

Financial Processing

» Advance Deposit

» Adjustment/Accrual Voucher

» Budget Adjustment

Cash Receipt

Disbursement Voucher
Distribution of Income and Expense
General Error Correction
Indirect Cost Adjustment
Internal Billing

Internal Order
Pre-Encumbrance

Single Sided Budget Adjustment
Transfer of Funds

Work Order Authorization

Purchasing / Accounts Payable

» Contract Manager Assignment
» Fayment Request

* Receiving

* Requisition

* Shop Catalogs

* Vendor Credit Memo

Financial Transactions

Capital Asset Management

# Asset Maintenance

Financial Processing

* Disbursement Vouchers
Purchasing/Accounts Payable

® Electronic Invoice Rejects
+ Payment Reguests

* Purchase Orders

* Receiving

* Requisitions

* Vendor Credit Memos

General Ledger

Available Balances

Balances by Consolidation
Cash Balances

General Ledger Balance
General Ledger Entry
General Ledger Pending Entry
Open Encumbrances

1099 Process

Lookup and Maintenance

Capital Asset Builder
® Pre-Asset Tagaing
Capital Asset Management

» Asset
® Asset Fabrication

® Asset Global (Add)
® Asset Location Global

Administrative Transactions

* Asset Pavment

Capital Asset Builder

» Capital Asset Builder AP Transactions
* Capital Asset Builder GL Transactions

Capital Asset Management

* Asset Manual Pavment
* Barcode Inventory Process
* Asset Year End Depreciation

Financial Processing

* Cash Management

* General Ledger Correction Process
» Journal Voucher

* Non-Check Disbursement

» Service Billing

Check Reconciliation

* Check Reconciliation
» Reconciliation Report

Automated Journal Vouchers

» Automated Journal Vouchers Sets
* Automated Journal Vouchers Types

* Asset Retirement Global
Chart of Accounts

= Account

* Account Global

* Account Delegate

* Account Delegate Global
* Account Delegate Model
» Account Delegate Global From Model
* Object Code

* Object Code Global

* Organization

# Project Code

* Sub-Account

* Sub-Obiject Code

* Sub-Cbiject Code Global

Financial Processing

* Disbursement Voucher Travel Company

Vendor

* Vendor
* Vendor Contracts

Record Maintenance

* Paver

* Pavee

* Payment

* Process Extract History
* Payee 1099 Forms

* 1099 Exception Report




Exposure to eDocuments



Transactions

Transactions

Budget Construction

s Budget Construction Selection

Financial Processing

e Advance Deposit

o Adjustment/Accrual Woucher

» Budget Adjustment

Zash Receipt

Dizsbursement Youcher
Distribution of Income and Expense
General Error Correction
Indirect Cost Adjustment
Internal Billing

Internal Order
Pre-Encumbrance

Single Sided Budget Adjustrment
Transfer of Funds

Work Order Authorization

Purchasing/Accounts Payable

Contract Manager Assignment
Favment Reguest

Receiving

Reguisition

Shop Catalogs

e Yendor Credit Memo




Document Header

financial systemses

Maintenance Administration

[51 action list |(E doc search |

Logged in User: daleathe

Doc Nbr: 3024839 Status: INITIATED I

Initiator: daleathe Created: 08:50 AM 08/08/2010

expand all collapse all

* required field

General EWFWMiDglCU ment BOdy

" Document Overview \
Document Overview
* Description:
Explanation:
Org. Doc. #:
Financial Document Detail
Total Amount:
* Accounting Period: JULY 2010
Accounting Lines \
Accounting Lines [ detail |
From import lines
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Amount Actions
- Y Y Y [ Y [ Y [ | 0.00
add: * Reference Origin Code * Reference Number Line Description
—® — |
To impott lines |
* Chart * Account Number Sub-Account * Object Sub-0Object Project Org Ref Id * Amount Actions
- ’7 N l— N l— N [ N [ N [ | 0.00
add: * Reference Origin Code * Reference Number Line Description
—® 1
Capital Edit \
General Ledger Pending Entries ¥ show \
Notes and Attachments (0) \
Ad Hoc Recipients \
Route Log o — 1
_J
[ submit || save |[close |[ cancel |[ copy |

Workflow Commands

m




rsity
Fomae Screen Layou

» expand all or collapse all tabs

Provide Feedback .

fuali

financial systemse

Maintenance Administration

[j action list ][@ doc search] Logged in User: daleathe

Doc Nbr: |302536 Status: |INITIATED

General Error Correction (7]

Initiator: |daleathe| Created: 09:32 AM 08/06/2010

| expand all || collapse all |

" Document Overview \L

Document Overview

* Description:

Org. Doc. #:

Financial Document Detail

Explanation:

Total Amount:

m

* Accounting Period: JULY 2010

Accounting Lines \k




Standard Transaction Tabs

Document Overview — Description, Explanation, Org Doc
«  Accounting Lines — enter details of transaction including account number, object code, amount

«  General Ledger Pending Entries —pending entries display after saving or submitting the
document

é htlp:/fkapde.is.colustate.edu:Bdﬂ(}/?channeH tle=General Error ComectiondchannelUrl=financia - Windows Internet _ C=nia g

r - Provide Feedback
wualil ProdeFesdack

financial systemss Maintenance = Administration

[j action list ][C%j doc search ] Logged in User: epillsbu

Doc Nbr: |1519469 Status: |INITIATED

General Error Correction (2]

Initiator: |epillsbu | Created: 09:46 AM 08/27/2011

expand all || collapse all

* required field

I = Y
Document Overview \ \
Accounting Lines \L
' Capital Edit \
. General Ledger Pending Entries \L
. Notes and Attachments (0) \L
l Ad Hoc Recipients \L
. Route Log \L -
J

| submit || sawe || close || cancel || copy |




Standard Transaction Tabs

Notes and Attachments — additional notes and documentation, or system generated remarks

« Ad Hoc Recipients — allows the user to interrupt the normal workflow routing to include additional
individuals not in the routing path

*  Route Log - displays workflow status details
é htlp:/fkapde.is.coluﬂate.e_dt.wm__WanndUdzﬁmnda - Windows Internet _lﬂ (0% g

r - Provide Feedback
wualil ProdeFesdack

financial systemss Maintenance = Administration

[j action list ][C%j doc search ] Logged in User: epillsbu

Doc Nbr: |1519469 Status: |INITIATED

General Error Correction (2]

Initiator: |epillsbu | Created: 09:46 AM 08/27/2011

expand all || collapse all

* required field

I = Y
Document Overview \ \
Accounting Lines \L
' Capital Edit \
. General Ledger Pending Entries \L
. Notes and Attachments (0) \L
l Ad Hoc Recipients \L
. Route Log \L -
J

| submit || sawe || close || cancel || copy |




Document Overview

Required fields marked with an asterisk *

«  Description — appears in the action list and in doc search, maximum 40 characters

«  Explanation - enter detailed purpose or justification, maximum of 400 characters

«  Org. Doc. # - optional user-defined document number

«  Total Amount - this field populates after the document has been saved or submitted

Doc Nbr; [1517176|  Status: ENROUTE Copied from Document Id: 1517126

General Error Correction |7

Initiator: (qwright | Created: 08:32 AM 09/26/2011

| expand all || collapse all |
* required figld

/' Document Overview \

Document Overview
* Description: Rev Hughes Parking Lot Paving WO073316
Org. Doc. #: 1395996

Financial Document Detail

Explanation: Reverse partial hilling for WO073316 Hughes Parking Lot Faving on doc #1338396. FAMIS will bill in Sept.

Total Amount: 271,208.52

* Accounting Period: |SEP 2011




to PB

Accounting Lines

Chart Code - defaults to CO, must change

«  Account Number - enter account number

or do a search

«  Object Code - enter object code or search

«  Current Amt - negative amounts are not
allowed (except Cash Receipts and Internal
Billing)

Accounting Lines 7]

Ref Org Code — Will mostly use 01 (KFS),
but contact Accounting if you have
questions

Reference Number — cannot have spaces,
but can be whatever number or word is most
applicable

| hide detall |

_import lines |
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Amount || Actions
| S 18 19 9| ot
Tl W P |
add: * Reference Origin Code |I * Reference Number Line Description
e |
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Amount | Actions
— s [ S [ [® [ 5|
CSU Puebls
add: * Reference Origin Code * Reference Number Line Description
& I |




Chart of Accounts
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AIS (old): fund + department + object code = 9 digit
account number (151-109-843)

Account

KFS (new): subfund + cost center = 7 digit account
number (2651109)

* smart coded to retain 2" through 6™ AIS digits
* object code is a separate field




Object Code

* For financial statement classification purposes,
CSU-P is adopting a new 4-digit object code
structure.



Common Object Code Classifications

20N

300x

A

SXXX — BXxX

O

Liability
Beginning
Balance

Revenue

Expense

Transfer

Debit

Credit

Credit

Credit

Debit

Both

1100 Cash
14xx Receivables

21xx Accounts Payable

3000 Beginning Balance
Upload

A3y — Adxx External
A8y — A% Internal

S0 Salary

B0 — 61y Travel
b62xx Supplies
bEXx Services

9900 Transfer In
9902, 9905 Transfer Qut



Accounting Lines

Accounting Lines [

Sub Object Code - finer distinction within a particular object code on an account

Sub Accounts/SubObjects/Projects

Optional user defined fields

Sub Account — allows tracking of activity within a particular account at a finer level of
detail

Project Code — assigns an identifier to transactions that may span multiple accounts

j hide detail

From B
* Chart * Account Number CSub-Accound) * Dbject @uh-Dh!'ect ) Project )| Org RefId * Amount Actions
co - & & e é—( | | 000
add: * Reference Origin Code * Reference Number Line Description
—a .
To
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Amount Actions
co - ,7 A l— a4 l_ a8 l_ a8 ,7 % | | 0.00
add: * Reference Origin Code * Reference Number Line Description
& [ |




Other Lines

 Add - select button and required fields will populate, a blank
accounting line will appear above the added entry

 Important Note - the total adjustments must net to zero or error
message will appear when selecting add or submit

| * Reference Number

1 R @

Line Description

J

v hide
Import lines
. * Account Number Sub-Account * Object  Sub-Object Project  OrgRefId  * Amount  Actions
8 ] q LY K 8 i 0.00
 * Reference Number Line Description | [
| |
import lines
| * Account Number  Sub-Account *Object  Sub-Object ~  Project  OrgRefld  * Amount  Actions
LY [ AN 8 0.00

add




Help

Help Feature - access to help navigation is available by clicking on
the Help Icon, a description of the screen you are in will appear

@ KFS 3x Help - Windows Intemnet Explorer

@ 6“ £ | http:/ffsprod.is.colostate.edu:8482/kfs-pro/static/help/ default htm?turl=WordDocuments%e2Fgeneralerrorcomection. htm B ‘ ‘f| A '" Google P q
File Edit View Favorites Tools Help
i Favorites © 55 | CAP | Colorado State University .. (@ Suggested Sites v ] Web Slce Gallery =
- = »
= EKFS3xHelp ﬁ' v B v ®m v Pagev Safetyv Toolsv @)
| ] action st ||(£| doc search | e _ ‘ ,
ES_I 13] MContEnts \J Index \% Search [ Favorites @) d i= 4
% Main Menu = Transactions = Financial Processing
General Error Correction [?] @ o .
\J ain pene General Error Correction
| Transactions
&) Transactions Submenu . inancial .
& Accounts Receivable m Transetions >‘ Financial Processing >+ Genersl Ermor Correction > (General Error Correction
4 Budget Construction
(U Financial Processing The General Error Comection (GEC) document is used to correct inappropriate or emroneous accounting string data for General Ledger entries generated from other financial
) Advance Deposit transactions
) Auxiliary Voucher
\Q/ Budget Adjustment By consistently refening to the detals of each transaction being cotrected, the GEC preserves and maintains the audit trail. Fiscal officers and support staff, department,
& Cash Receipt tesponsibility center, and campus administration staff are typical users of the GEC.
) Credit Card Receipt More:
) Disbursement Voucher ' )
\V/ Distribution of Income and Expense :IIDucumentFa_\-Uut-
|J| General Error Correction 0 gm“; Orervew
® Document Layout anpe
& Process Overview
@) Example
) Procurement Card
) Indirect Cost Adjustment

) Internal Billing
) Pre-Encumbrance
) Transfer of Funds
4 Labor Distribution
) Purchasing/Accounts Payable



https://secure.colostate.edu/kfs-qual/kr/,DanaInfo=kstage3.is.colostate.edu+help.do?methodToCall=getDocumentHelpText&documentTypeName=GEC
https://secure.colostate.edu/kfs-qual/kr/,DanaInfo=kstage3.is.colostate.edu+help.do?methodToCall=getDocumentHelpText&documentTypeName=GEC

Field Lookup =

PuUEBLO

« Field Lookup - allows you to lookup reference table information and displays a
list of valid values for you to select from

P
Accounting Lines \
(Ve dea |
From/Decrease
. . Sub- | 4 . Sub- ’ Drganization
Ctg:jlrt Nﬁ:g::t Account g:ézct Object PE?dE:t Reference Current Amt Base Amt Actions
Code Code Id
cov| s & Y )k Y Rl [7000 0
add: Field
Monthly Lines?shov ( Lookup ) |

* Fill in one or more search criteria, or leave blank to retrieve all data
» Wildcards may be used
» Select Search



Search Options

&&

And

Not equal to

Match a single
character

Wildcard

Greater than
Less than

Greater than or
equal to

Less than or
equal to

Between (range
of values)

1356610(|2608000

1356610&&2608000

11356610

1357610

21*

>5999
<5000
>=6000

<=4999

6200..6699

Matches on either value
Matches on records that contain both values

Matches on records except for 1356610

Matches on records that start with 135 and end
with 610

Matches on any record that starts with 21

Matches on records greater than 5999
Matches on records less than 5000

Matches on records greater than or equal to 6000

Matches on records less than or equal to 4999

Matches on records between 6200 and 6699




lorado

ersi
PUEBLgy

Field Lookup

List of applicable values displays, you may do one of the following:
e Return value - returns line information to the main document
e Cancel - directed back to main document

« Sort - click name of column to sort retrieved values

* Fiscal Year: [2012 C

Chart Code: |CO - Colorado State L.IniversityEl 2
Object Code:
Object Code Name:

P

Object Code Short Name:
Level Code: =
Object Type Code:

a
Object Sub-Type Code: Y
Historical Financial Object Code: |[2000

Budget Aggregation Code: N

COFRS Balance Sheet Account Number: [ (%

COFRS Cap Balance Sheet Account Number: | (%

COFRS Object/Revenue Code: [ (&

COFRS CAP Object/Revenue Code: | (%
Statement Category Code: I— 5

COFRS Account Type Owverride Code: G

Active Indicator: [ ves |7 Mo [T Both
S ) o ) (ot ) e

One item

. Object Object | COFRS Balance COFRS Cap COFRS COFERS CAP Statement COFRS Account
'LE;I"I'J"' (é:%t '::;’o—l‘%t Code Level ITvpe Sheet Account Balance Sheet Object/Revenue Object/Revenue Categorwy Ivpe Override Active
Name Code Number Account Number Code Code Code Code
return Budgst
return 2012 co 5600 Other Dir |SERV |EX 2820 29999 res
value oot

Export options: €SV | spreadsheet | XML



pessity - (General Ledger Pending Entries

Displays actual line items in the entry that will be posted to the General Ledger
once the document has been saved.

Prior to saving the document, this tab contains the message “There are currently
no General Ledger Pending Entries associated with the Transaction Processing
Document’

General Ledger Pending Entries v fige \

General Ledger Pending Entriase

Seq#  FiscalYear  Chart  AccountNumber = Sub-Account —Object Sub-Object Project DocType  BalanceType  Obj Type  Amount D/C
1 CV Y I ) | N — GEC i I 40 D
] VN1 O 01 [ S R GEC i A 4
3 CV R 13 I 30 1 O — GEC i B o c
§ 00 0 |- 01 [ S R GEC i A 400 |




document
Posted Timestamp and Author - display only
Note Text — required if adding to this tab

Attached File — optional, similar to attaching a file in email
Click add to include your notes to the document

Posted

Notes and Attachments (5)

\

Notes and Attachments

Displays user notes, attachments, or system-generated remarks about the

Notes and Attachmen

. _
T e T Author Note Text Attached File Actions
b | [ Browse.. [ add |
add: L
1 05/27/2011 07:09 |Wright, E-mail frem Sandy Sheahan documenting that FM Global rejected 5T hours and warehouse @ Power Outage Insur Claim E-Mail_1697.pdf
AM ‘firginia 5 marking in the insurance claim for power outage loss 10/05/10. (23 KB, application/pdf) -
2 09/27/2011 07:13 Wright, Transac’gions billedl ta ??‘45190 Property Insurance Claim account for this claim. Revenue @ Power Outage Insur Claim Transactions_1698.pdf
AM Virginia 5 |transactions for this claim. (1 MB, application/pdf) -
3 09/27/2011 07:15 “"T”E!h.tf Lines 1-4 reverse billings to 7746190 based on Sandy Sheahan's e-mail.
AM Virginia 5
a 09/27/2011 07:15 |Wright, Lines 1-4 in the TO section bill the Environment Shop's 13 account for labor paid on the
AM Virginia 3 |Environment Shop 21 account and for warehouse markup.
5 09/27/2011 07:28 | Wright, Follow-up e-mail m] Power Qutage Insur Claim E-Mail 2_1699.pdf
AM Virginia 5 (415 KB, application/pdf)




Document Routing

 The eDoc process uses two types of routing:

— Workflow routing routes the document to the proper users
based on established business rules and internal controls (occurs

automatically after submitting)

— Ad Hoc routing allows a user to route the document to one or
more individual users and/or workgroups for Approval,
Acknowledgement, or FYI

latasie iy
4 Ay
Notes and Attachments (0) \ _
3 "
Ad Hoc Recipients L .
Person Requests:
* Action Requested * Person Actions
1 A
APPROVE
FYT
Ad Hoc Group Reque .. -
ACKMOWLEDGE d Namespace Code Name Acti
APPROVE M S
Ay




lorado

esiy  Ad-Hoc Recipients

PuUEBLO

workgroups in routing path
«  * Action Requested

Ad Hoc Recipients

\

— Acknowledge- allows entry to process and post if ad hoc recipient does not acknowledge
— Approve- holds up entry before posting
— FYI - allows entry to process and post if ad hoc recipient does not FYI

«  Allows interruption of the normal workflow routing of document to include additional individuals or

Ad Hoc Recipients

Person Requests:
* Action Requested * Person Actions
Q\
APPROVE -
epillsbu %
APPROVE - P
PPROVE Mercurio, Erin Pillsbury
S e
d Namespace Code Name Actions
ACKMOWLEDGE
APPROVE - R

Route Log

\




Route Log

* Route Log tab displays details on workflow status and actions taken

I
ID: 1517176 \
Title General Error Correction - Rev Hughes Parking Lot Paving WQ073316
Type General Error Correction Created 08:32 AM 09/26/2011
Initiator Wright, Virginia 8 Last Modified 08:00 AM 09/27/2011
Status ENROUTE Last Approved
Node(s) CampusServiceReviewer Finalized
Actions Taken \
Action Taken By For Delegator Time/Date Annotation
SAVED Wright, Virginia 5 08:34 AM 09/26/2011
b show COMPLETED Wright, Virginia 5 McLaughlin, Leilan L 08:39 AM 09/26/2011
b show APPROVED Carroll, Caral A 11:56 AM 09/26/2011
b show APPROVED Borges, Erika 08:00 AM 09/27/2011
Pending Action Requests \
Action Requested Of Time/Date Annotation
LHP:RCJ,'I,EH LIST CampusServices 08:00 AM 09/27/2011 KR-WKFLW CampusServiceReviewer




e
¥%5 Financial Transactions
 Advance Deposit (AD) Document: Deposits that go

directly to the bank without being verified through the
normal cash receipts process.

Adjustment/Accrual Voucher (AV): Records accrual and
adjustment entries, has the ability to auto-reverse.

Budget Adjustment (BA): Records income and expense
transactions against an existing budget. Can be used to
modify a base budget, a current budget or both.

Cash Receipt (CR) — Records cash and checks received
by units, for deposit into bank accounts.




Financial Transactions

 Dishursement Voucher (DV): Processes payments that
are not transacted through the Accounts
Payable/Purchasing module.

* Distribution of Income and Expense (DIl): Reallocates
iIncome and expense or assets and liabilities.

* General Error Correction (GEC): Corrects posting errors
to an incorrect account, object code, or amount.

Indirect Cost Adjustment (ICA): Allows adjustment to the
amount of indirect cost expense charged to a contract and
grant account.




lorado

=" Financial Transactions

Internal Billing (IB): Bill internal customers for goods
and services.

Internal Order (I0): Order goods and services from an
internal customer.

Pre-Encumbrance (PE):; Allows fiscal officers to
earmark funds for which unofficial commitments have
already been made.

Transfer of Funds (TF) Document; Transfers funds
(cash) between accounts




Workflow Action Commands

* Located at the bottom of all documents
* Options to submit, save, close, cancel or copy

financial systemses Jerlty

[ r I- O \ ) %%‘LO Provide Feedback
| Zuali L
in Menu Mai nce ini: i Y frs &.1.1 {201530515-Frod) (Uracles
Logged i Leg

[j actlunlst][c%jdocsearch] r: bgustis:
General Error Correction oc Nbr: |2593042|  Status: TIATE
Initiator: bgustiso d 116 PM 09/06/.
[ Il |[ collapse all |
* require d field
™
nt ew L
Y
ting .
Y
Edit .
Y
Ledger d .
™
otes and Attachments (0) \
™
ipie L
Y
L
= - J
l | subm ose J




lorado
iversity Workflow Actions

Select document link from main menu, complete required tabs then
choose the appropriate action as listed below:

 Submit — message will appear in top left of screen indicating
successful submission
— automatic error checking prevents inaccurate or incomplete documents
from being submitted and a message will appear indicating problem(s)

 Save - after entering the Description field (at minimum) click save to
work on the document later

— message will appear in the upper left corner- “Document was successfully
saved.”



S
%2 Workflow Actions

» Cancel - click the cancel button if you wish to delete the
document - click yes when prompted “Are you sure you
want to cancel?”

 Close - click close to return to the main menu - you will be
prompted to save the document before exiting

» Copy - retrieve the document you want to copy, select copy
and a duplicate document with a new document ID is
created




Fiscal Roles & Responsibilities



Fiscal Officer

* Account level oversight role

* Individual (not a group)

« Every eDoc requires Fiscal Officer approval
* Authority can be delegated

* Accounting staff



Account Manager
(fiscal)

 Ensures the accomplishment of financial objectives

 Ensures Funds are spent according to plan and
allocation of expenses Is appropriate

* No transaction approval



lorado

Account Supervisor
(programmatic)

Provides a leadership role as a supervisor providing
oversight for account management

Account Supervisor cannot be the same as the fiscal
officer or account manager

Directors, Department Heads (Chairs), Principal
Investigators

No transaction approval



B
ORG Approver

« Transactions less than $1,000 - review Adjustment
Vouchers, Budget Adjustments, Distribution of
Income and Expense, General Error Correction,
Encumbrance, and Transfer of Funds

« Transactions $1,000 or greater - review the above
list and Disbursement Vouchers, Internal Billing,
Internal Orders, and Requisitions



DIV Approver

« All transactions greater than $10K



Authorized Business Function Approver

* Approves official function transactions



Group Approver

e 6226 - Radioactives

* 6227 - Animal Research Acquisition
» 6230 - Controlled Substances

* 6601 - General Services



Action List




| lorado

Action List

| Zuali

financial systemse

action list: A tool to manage transactions in process
 documents initiated and saved

» documents routed to you for approval,
acknowledgement, or FYI.




Action List

Action List

preferences || refresh

Action List | Qutbox

20 items retrieved, displaying all items.

Id Type Title % R:flt:;:ed Initiator Delegator Date Created Las_tADiéLved R(ir_‘:::alit Log
2340772 | Account E‘:g“"‘“""”t - Close 7737650 VTH Water Heater  |oyo6re | appROVE \é\f_rmm.Mm gj}éiég‘m ‘1}2}33,22113 CampusServices ._‘j»
2405898 Account E‘::gﬁ‘i’;‘n”t - Close 7718010 Clark Bldg ENROUTE  |APPROVE \é\f_rmm.Mm (112}121;;';13 g‘;}f:},‘;&m CampusServices ._‘j»
sesny Dbl O ncome Ard D5 butn orcoms rd S P ciqoure e fmntatis  0men 090 s )
2657607 32{]”;”;{;':“““”"“" Adjustment/Accrual Voucher - CDPS Billing ENROUTE |APPROVE ge_ad[,m Eéﬁ;:’gm ‘1}3}23}2"6‘13 CampusServices ._‘j»
2660221 |Transfer Of Funds Transfer Of Funds - GIS Day support ENROUTE |APPROVE Ee_raqw ng’igg’?gl_’» ?g},fg},’;pgﬂ CampusServices g
2660631 |Requisition Requisition - Attn:Kathi LaFollette ENROUTE |APPROVE Biela, Laurie M Egﬁ;:’gm CampusServices l_\i
2661591 |Account Edit Account - Change name on account ENROUTE |APPROVE ELdis'm 13&?{,’:;‘13 ?3},1;,’;:;113 CampusServices \_\i
2661690|Account Edit Account - Change name on account ENROUTE |APPROVE ELC“SM 13;;{,’;;‘13 ?3;1;;2:'13 CampusServices l_\i
2661697 |Account Edit Account - Change name on account ENROUTE |APPROVE ELC“SM 13;3{,’:?13 ?g;igﬁggﬂ CampusServices \_\i
2661702 |Account Edit Account - Change name on account ENROUTE |APPROVE ELC“SM 133,:;{,’;';13 ?3;13;2:'13 CampusServices l_\i
2661710 Account Edit Account - Change name on account ENROUTE |APPROVE ELC“S'M 13},:;{,’;'&113 ?3},3;},;:;13 CampusServices g
2661721 |Account Edit Account - Change name on account ENROUTE |APPROVE ELC“SM 133,:;{,’;';13 ?gfi;le:gﬂ CampusServices l_\i
2661726 |Account Edit Account - Change name on account ENROUTE |APPROVE w 13;:%’;;‘13 ?3},3;};;“313 CampusServices &i
2661725|Account Edit Account - Change name on account ENROUTE |APPROVE ELC“SM 133,:3{,’;';13 ?g},ig},‘;ﬂw CampusServices l_\i
2661734|Account Edit Account - Change name on account ENROUTE |APPROVE ELC“SM 13!?2;‘2?13 ‘1}3;3?;2“313 CampusServices \_‘i
2663393 Disbursement Voucher Disbursement Voucher - test SAVED COMPLETE W 23!;:;’2'(')‘13 l_\i
2663434 Internal Order Internal Order - test SAVED COMPLETE W,E_rin ?3;3},;’;13 ;_‘j)
2663490 Vendor Edit VendorDetail - test address SAVED COMPLETE W 21]5?}’?&‘13 l_\i
2663589 Disbursement Voucher Disbursement Voucher - test BG SAVED COMPLETE W 2?!;;;’2:‘)'13 l_\i
2663591 E)if;::::i"" IR B | e (8 e A Eeee = G SAVED COMPLETE W‘E—”" ﬂéz },’;;‘13 ._‘j»




Action List Preferences

Automatic Refresh Rate: ||15 in whole minutes - 0 is no automatic refresh,
Action List Page Size

25
Email Motification | Mone :l El

Receive Primary Delegate Emails | [v

Receive Secondary Delegate Emails | [

Delegator Filter |Secondary Delegators on Action List Page :l
Primary Delegate Filter || Primary Delegates on Action List Page :l

Fields Displayed Im Action List

Document Type

Title

ActionRequested

Initiator

Delegator

Date Created

Date Approwved

Current Route Mode(s)

WorkGroup Reguest

Document Route Status

Application Document Status

Clear FYI

QU TR R A

Use Outbox




Action List Preferences

saved| | C IO © F s r c s s G r
tiated| ¢ ) o] o Pl » B & Bl » | o
Disapproved. ( 7— ¢ F C r 9 C C r r
Enroute' ® [} ‘ r r e r . ~ ~ - A
Approved‘ C L : s 8 C ¢ g C c C ~
Final- ” ﬁ('ﬁ r ° o r A - = ~ ~
Processed [ [ r r C r~ A ~ ~ ~ ~
Exceetion| I IEREREERYER < 0 c IR
Canceled' ¥ | (] C 9 C 9 g C C s r

save reset cancel



Acting On Your Action List

Approve: Verify that the transaction is acceptable.
Approved financial documents continue routing to
additional approvers, or if fully approved, are included in
the next update to the General Ledger.

Acknowledge: A request to acknowledge a transaction,
without the need for a formal approval, or when a
document is disapproved. Does not stop approval process.

FYI: A courtesy request allowing you to view the
transaction. Does not stop approval process.




Document Approval




Approve a Document

[= hige | L

PaperCut RamCash Aug th i Sept 2012
& m Lg Enraugn Sepe Distribute Ramcash and management fee for transactions frem 8/1/13 to 9/30/13 for PaperCut Library Print

Total Amount: | 13,760.00
#* Accounting Period: ||:E
. T [ = hide | L N
Accounting Lines
From
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Amount Actions
1 EO 2607800 2351 13,760.00
Coloraco State Unhvarsity Corvenience And Vending Funos Cleaaring Convenlence Cand
Total: 13,760.00
To
* Chart * Account Number Sub-Account Sub-Object Project Org Ref Id * Amount Actions
1 |CO 2605350 MET 316.48
Coloraco State Unhvarsity Aamzara - L3/ vending Maragameant Fez R 2
2 [CO 2396000 4380 13,443.52
Colcraci State Unhvershy Fary for Frint Dther Sales+Servicas-Auodllary Seif-Fund
Total: 13,760.00
Capital Edit [ shaw | i, 4
General Ledger Pending Entries [Pahaw] L -
Notes and Attachments (4) [=hige] V. J

Pos Timestamp Autho Note Text Attached File Actions

Jd [ Browse... ]
[EAneeL]

1 |10/14/2013 03:09 PM  |Perrotin, Martha Cedlia |copied from decument 2567539

2 |10/14/2013 03:15 PM [Perrotin, Martha Cedliz [Pz  RamCash Invoice S r __—
! ne e clia | Faperct Ram rveles Summsry L 8.13-9.13 Papercut Ramcash.pdf (94 KB, application/pdf)

1aF A i -
3 [10/14/201303:30PM  Mandis, Renes R PaperCut Tally - August 2013 |E PayforPrint Tally as of B-1-13 thru 8-31-13xex {127 KB, application,vnd.openxmiformats-officedocumeant.spreadsheetml . sheat)
4 |10/14/2013 03:30 PM | Mandis, Re R PaperCut Tally - September 2013 r . A
! ENES, REnss pe Y - Seprem D PayforPrint Tally as of 9-1-13 thru 9-30-13.xlsx {176 KB, application,vnd. operemiformats-officedocument. spreadshestml sheet)
Ad Hoc Recipients [armw] A N
Route Log [Dshow] . 5
A

sand ad Moc Mequest save relo approve isapprove || close || copy




Disapprove a Document

[= hige | L

PaperCut RamCash Aug th i Sept 2012
& m Lg Enraugn Sepe Distribute Ramcash and management fee for transactions frem 8/1/13 to 9/30/13 for PaperCut Library Print

Total Amount: | 13,760.00
#* Accounting Period: ||:E
. T [ = hide | L N
Accounting Lines
From
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Amount Actions
1 EO 2607800 2351 13,760.00
Coloraco State Unhvarsity Corvenience And Vending Funos Cleaaring Convenlence Cand
Total: 13,760.00
To
* Chart * Account Number Sub-Account Sub-Object Project Org Ref Id * Amount Actions
1 |CO 2605350 MET 316.48
Coloraco State Unhvarsity Aamzara - L3/ vending Maragameant Fez R 2
2 [CO 2396000 4380 13,443.52
Colcraci State Unhvershy Fary for Frint Dther Sales+Servicas-Auodllary Seif-Fund
Total: 13,760.00
Capital Edit [rehow] Y
General Ledger Pending Entries rew] \ J
Notes and Attachments (4) [=hige] V. J
Pos Timestamp Autho Note Text Attached File Actions
1 m B
- CRMGEL
1 |10/14/2013 03:09 PM  |Perrotin, Martha Cedlia |copied from decument 2567539
2 |10/14/2013 03:15PFM  |Perrotin, Marthe Cadlia |Pa  RamCash Invoice S r __—
! ne e i percLE Ram rveles Summsry u 8.13-9.13 Papercut Ramcash.pd® (94 KB, application/pdf)
1af A i -
3 [10/14/201303:30PM  Mandis, Renes R PaperCut Tally - August 2013 |E PayforPrint Tally as of B-1-13 thru 8-31-13xex {127 KB, application,vnd.openxmiformats-officedocumeant.spreadsheetml . sheat)
4 |10/14/2013 03:30 PM | Mandis, Re R PaperCut Tally - September 2013 r . A
! ENES, REnss pe Y - Seprem D PayforPrint Tally as of 9-1-13 thru 5-30-13.xlsx {176 KB, application,'vnd. openxmiformats-officedocument.spreadshestml shest)
Ad Hoc Recipients [armw] A N
Route Log [Dshow] . 5
A

sand ad Moc Mequest save reload approve | disapprove || close || copy




Disapprove a Document

Are you sure you want to disapprove this document?

* Please enter the reason below:
Disapproving because account number should be 2602700, -

Yes no



Disapprove a Document

7 Action sac Group
Id Type Title Route Status Rimpatid - Initiator  Delegator Date Created Rapagit Log
03:30 PM ‘
2630706yProcurement Card 4Procurement Card - JAMIE MCCUE -ENROUTE AAPPROVE 4USER‘ KR 5 12712083 | _\1
2630707 Procurement Card Procurement Card - JAMIE MCCUE ENROUTE  APPROVE |USER.KR i d
RS _ _ _ — 09/27/2013 .
2631626 Payment Request Payment Request - PO: 396658 Vendor: OfficeMax Inc Electro ENROUTE  APPROVE USER, KR 05:32 AN _\1
— . _ _ [ 109/30/2013 |
2638115 Procurement Card Procurement Card - JAMIE MCCUE ENROUTE  APPROVE |USER.KR 000 d
| . . _ e 10/02/2013 |
2646956 Procurement Card Procurement Card - PATRICK BURNS ENROUTE  APPROVE |USER.KR 100 q
I 10/08/2013
‘ - . . 03:27 PM -
2651303 Requisition Requisition - Gov Connection - Contex Maintenance SAVED COMPLETE Mandis, Renee R 10/10/2013 i
2651693 Procurement Card Procurement Card - SCOTT BAILY ENROUTE APPROVE USER, KR M40 _\1
_ i 10/10/2013
Distribution Of Income And | Distribution Of Income And Expense - PaperCut RamCash Aug Perrotin, Martha 03:09 PM ‘
2653811 Expense through Sept 2013 DISAPPROVED ACKNOWLEDGE CLxha 10/14/2013 g




Notes and Attachments (5)

Disapprove a Document

v hide \.

Notes and Attachments

Posted

- -
| Timestamp Author Note Text Attached File ' Actions |
. [ Browse... -
add
add: I —
Perrotin,
1 10{14!2013 Martha copied from document 2567539
03:09 PM o
Cecilia
10/14/2013 | Pemotiny I
Martha Papercut RamCash [nvoice Summary @ -
03:15 PM Cecilia 8.13-9.13 Papercut Ramcash.pdf (94 KB, application/pdf)
10/14/2013 Mandis .
3 |03:30 pM Renee R |FaPerCut Tally - August 2013 @ PayforPrint Tally as of 8-1-13 thru 8-31-13.xlsx
I{m KB, application/vnd.openxmiformats-officedocument.spreadsheetml.sheet)
10/14/2013 Mandis, )
4 03.30 P Renee | FaperCut Tally - September 2013 ! PayforPrint Tally as of 9-1-13 thru 9-30-13.xlsx
(176 KB, application/vnd.openxmiformats-officedocument.spreadsheetml.sheet)
5 12/31/2013 :I:;mm‘ Disapproval reason - Disapproving because account
11:24 AM . number should 2602700.
Pillsbury
Ad Hoc Recipients [» show | \

A

Route Log

[+ show | \\

send ad hoc request

acknowledge

close

copy



Document Search




financial systemss

Administratien

Provide Feedback

Logged in User: daleathe

Message Of The Day

JULY MonthEnd is Friday, August 6.

All Approved Transactions thru August 6 will post az a July transaction.

Transactions

Custom Document Searches

Balance Inguiries

Budget Construction

» Budget Construction Selection

Financial Processing

* Advance Deposit
Adjustment/Accrual Voucher
Budget Adjustment

Cash Receipt

Disbursement Voucher

Distribution of Income and Expense
General Error Correction

Indirect Cost Adjustment

Tnternal Rillina

Financial Transactions

Capital Asset Management

+ Asset Maintenance

Financial Processing

+ Disbursement Vouchers
Purchasing/Accounts Payable

+ Electronic Invoice Rejects
+ Pavment Requests
+ Purchase Orders

General Ledger

Available Balances

Balances by Consolidation
Cash Balances

General Ledger Balance
General Ledger Entry
General Ledger Pending Entry
Open Encumbrances

1098 Process

m




¥ Basic Document Search

«  Type: Select the document type from the Document Type lookup
« Initiator - Enter the User ID or select it from the UserlD lookup
«  Document/Notification Id - Enter the numeric document ID assigned by the system

« Date Created From/To:— Enter date or select from the calendar icon, the range of document creation
dates to search. You may select the From date only or the To date only or both.

flnanC|aI systemsas

Provide Feedback

[j action list ][C%j doc search ] Logged in User: daleathe

Document Lookup | detailed search || superuser search || clear saved searches | |Searches Izl
* required field

Type: ’|7 Y
Initiater: [ &
Document/ Notification Id: ’7
Date Created From: ’7 E
Date Created To: ’7 )

Name this search (optional): |

search || clear || cancel |




* Account

 Adjustment Voucher

» Advance Deposit

» Budget Adjustment

» Cash Receipts

» Disbursement Voucher

* Distribution of Income/Expense
» General Error Correction
* Internal Billing
 Internal Order

» Payment Request

* Pre-Encumbrance

» Purchase Order

» Transfer of Funds




Document Search Wildcards

 Use wildcards to broaden your search
 Wildcards cannot be used in numeric fields (dates/doc #)
e Maximum number of results is 500

r = Provide Feedback
“uail
Maintenance @ Administration Prod07292010 (Oracles

financial systemse

=] action list | (2 doc search |

Document Lookup detailed search || superuser search || clear saved searches | |Searches Izl

pe: ’|7 3
Initiator: [ (%
ment/Notif :
aaaaaaaaa ed From: ’7 E
aaaaaaaaa ed To: ’73
me th rch (optional): |
(“search ) clear )( cancel )




Search Results

Links or icons associated with retrieved data allow you to drill down for
more detall

« Document /Notification Id Drilldown — click link to open document

* Route Log Lookup - click route log icon to see where the document is in the
routing process

Results may be exported into CSV (comma separated value), a spreadsheet
(excel), or XML formats

1 items found. Please refine your search criteria to narrow down your search.

One item retrieved.

Document/ Notification Id Type Title Status | Initiator Network Id Date Created Route Log
345307 € General Error Correction  |General Error Correction - test  |[FINAL |HUNTER, JOHN 04/09/2009 07:16 AM _i}
Export options: C5V | spreadshest | XML \

\



Detailed Search

Document Type: | S D El
Initiator: | & ] 7
Approver: | S D El
Viewer: | & ] 7
Group Viewer Id: .t El
Document Id: | @
Application Document Id: | @
Pending Statuses i
- INITIATED |E|
Document Status: |- SAVED
- ENROUTE
- EXCEPTION -

Date Created From:

E g

Date Created To:

 1E

Date Approved From:

E

Date Approved To:

E

Date Last Modified From:

&

Date Last Modified To:

E

Date Finalized From:

E

Date Finalized To:

 1E

Title:

Mame this search (optional):

ol (£

| search

|| clear || cancel




Custom Document Searches

Custom Document Searches

Financial Transactions

Capital Asset Management

#» Aczcet Maintenance

Financial Processing

& Dicsburzement Youchers

Purchasing f Accounts Payable

Electronic Invoice Rejects
Pavment Reguests
Furchaze Orders
Receiving

Reguisitions
& ‘Vendor Credit Memos




Balance Inquiries




Balance Inquiries

Balance Inguiries

General Ledger

Availlable Balances

Balances by Consolidation
Cash Balances

General Ledger Balance
General Ledger Entry
General Ledger Pending Entry
Open Encumbrances




lorado

e
PuUEBLO

Balance Inquiries Menu

 Available Balances - cumulative by object code

 Balances by Consolidation — highest reporting level

« Cash Balances - beginning, year-to-date, and available cash

« General Ledger Balance - object code balance by month

« General Ledger Entry Inquiry - transactions that comprise balance

« General Ledger Pending Entry - pending transactions that comprise
balance

« Open Encumbrances Inquiry - detail for open encumbrances



Reporting




ersity — :
P Kuali Financial — we™

* Don’t use the back command
« Select “PB” Chart Code for CSU-Pueblo

* Select the “add” button when adding accounts,
items, addresses, notes, efc.

» Use the system lookup features to save
keystrokes.

» Use online screen help.
* Relax!







KFS Service Contacts

* Accounting: Lisa Ramos x2356
* Purchasing: Geraldine Truijillo-Martinez x2054






