
California State University Bakersfield 
FIS Business Process Paper 

Due to/From 
 

Document dated:  09/16/2005 

CSUB Financials Business Process –Monthly Due To/From Recon. 
 
CSUB Business Process Addressed. 
 
Various costs, including payroll, are charged to a particular fund and back-charged to the 
appropriate funds creating a due to/from offset to reconcile the fund charged or credited.  These 
should be cleared monthly.  This is the process to accomplish that task. 
 

1. Run the query ‘BAK_GL_DUE_TO_FROM’ to capture the cumulative balance in the due 
to/from accounts for all funds under BKCMP business unit. 

2. Download results to Accountants2, FY folder (05-06 Data), Monthly, Due To-From, and 
select Open, then save as Excel.   

 
Navigation: Reporting Tools, Query, Query Manager, search for ‘BAK_GL_DUE_TO_FROM’.  
Select the Preview page and input the criteria:  Year = Fiscal Year (2005).  This creates the data 
and gives you a hyperlink that says ‘Download to Excel’.  Click on this, then OPEN, then do 
a‘save-as’in directory described above. 
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3. Open the worksheet and copy to another worksheet to leave the original intact.  On 2nd 
worksheet copy the name of the query (BAK_GL_DUE_TO_FROM) and save on Header in 
Print Preview, make page landscape and widen margins.  Close Print Preview and delete top 
lines down to title line.  Select all and change font size to 8. 

 
4. Sort the worksheet by Account, then Fund then begin to move the ‘Due To’ funds beside the 

appropriate ‘Due From’ funds and sum to find differences (see partial worksheet example 
below). 

 

 
 
 
 

5. Once all groups are reconciled and differences found, make correcting entries to appropriate 
due to/from accounts to balance. 
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6. Next, sort the worksheet into two parts; those funds that must be sent to the State Controller to 
move the money (PFA) and Trust accounts where the cash can be moved to clear the 
accounts.  The general rule is that all trust accounts begin with the letter M and work with 
local cash accounts.  General Fund and Special Funds must remit their revenue to the State 
Controller and therefore a Plan of Financial Adjustment (PFA) must be done to clear their 
debts.  When trust accounts owe the General Fund a cash journal entry can be made. 

 
 
7. Once the worksheet is organized into the two groups, create the journal entry worksheet to 

move the cash for the Trust accounts and upload to the drive for Financials on CMS, Fin 
Journals, Stateside, and place in the Pending folder.   

 
8.  The worksheet for the funds that need a PFA should be sorted by Fund then Account and 

subtotaled by CSU Fund number (i.e.: AD205 and BD205 both map to SCO fund 001, all 
KA% funds map to the same SCO fund etc.)  Prior to preparing the PFA you should check the 
PFA folder to see if there is a PFA not paid by the SCO yet.  If this is the case, you will need 
to pull the back-up for that outstanding PFA and reduce the amount of the new PFA by the 
outstanding amount since it has already been on a PFA, just not yet cleared.  Also, someone 
with access to the SCO balance should check the available funds in each SCO fund to ensure 
the success of the PFA. 

 
9. Once the balances are checked then the PFA can be prepared.  Examples may be found in the 

PFA folder either current year or prior year.  Make sure the current year funds have the 
updated fields on the PFA and sum to ensure PFA equals -0-.  This is then reviewed by a 
supervisor, signed by approved signer and copied.  The original is mailed to the SCO and the 
copy is kept in the PFA folder with back-up of accounts to be posted when the journal entry is 
received from the SCO paying the PFA. 

 
 
 
 

10. Sample PFA: Next page. 
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