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STATEMENT OF PURPOSE 

 
This handbook was designed to help new users quickly and efficiently learn the basic 
aspects of PeopleSoft Finance Reporting System as it pertains to grants, research projects, 
and sponsored programs.  Users should be able to do the following after reviewing this 
handbook: 

π Login to PeopleSoft 
π Run a budget query and budget comparison reports. 
π View information on purchase orders and payment vouchers. 
π Find information regarding account codes and other chartfield values. 
π Format a query. 
π Understand accruals and encumbrances. 

 
This handbook can also be used as a reference for continuing users. 
 
This handbook can greatly assist principal investigators in project management, 
especially when the Shadow System Guide is also used.  The Shadow System Guide 
provides project managers with a simple, yet thorough, financial tracking system. 
  
For information and access to other handbooks and manuals that pertain to project 
management, including the Program Administration Guide, please visit the GRaSP 
website at http://www.csub.edu/grasp or come by the GRaSP office (DDH, D108).  

 
For information and links to business process guides, fiscal services forms, and other 
useful departmental forms, please visit the Business and Administrative Services 
webpage at http://www.csub.edu/BAS/peoplesoftcms/fiscal/bpg.shtml#DEPT. 

http://www.csub.edu/grasp
http://www.csub.edu/BAS/peoplesoftcms/fiscal/bpg.shtml#DEPT
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INITIAL SETUP and LOGIN 
 

After your request for PeopleSoft Finance access has been properly approved, you will 
receive an email like the following figure: 
 
Fig. 1 
CMS/PeopleSoft Finance System Id 
 
 
Your request for access to the CMS/PeopleSoft Finance System has been processed.  
Listed below are your User ID, Password, and login instructions. 
 
User ID:  <USERNAME> 
Initial Password: <default password> 
 
To access CMS/PeopleSoft Finance: 
1) Open Internet Explorer 
2) Go to URL https://cmsfin.csub.edu/psp/FBAKPRD/?cmd=login  and add this 
page to your Favorites list. 
3) Enter your User ID and Initial Password exactly as they appear above (case 
sensitive). 
4) On first login, you will be prompted to change your password. 
5) On the Change Password page, enter a new password that is at least 8 characters 
long, and contains at least one number. 
6) Click the Change Password button to save your changes.  When you see the 
“Password Saved” message, you must click the Return button in order to complete the 
password change process. 
 
Keep your password secret and do not share it with anyone.  Passwords expire every 90 
days, but you may change your password more frequently by clicking on the Change My 
Password link.   
 
Please setup your forgotten password hint by downloading instructions from this link: 
http://www.csub.edu/BAS/peoplesoftcms/fiscal/bpg.shtml#DEPT 
 

 
(The following is a visual step-by-step of the above email’s instructions.  If you do not 

need a visual step-by-step, skip to the next section). 
 

On step two of the email you will come across a webpage similar to Fig 2. 

https://cmsfin.csub.edu/psp/FBAKPRD/?cmd=login
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Fig. 2 
On this page you should 
enter your username from 
the email in the spot 
entitled: User ID. 
 
Next, enter your password 
exactly as it appears in the 
email. 
 
Note: both the username 
and the password are case 
sensitive. 
 

When finished, click on Sign in. 
       Fig. 3 
 
The next page that will come up will look similar 
to Fig. 3.  On this page you will need to once 
again enter the password from the email you 
received.   
 
After entering the old password, enter a new 
password of your choice twice (once in each 
available text-box). 
 
Click the Change Password button to save your 
changes.  When you see the “Password Saved” 
message, you must click the Return button in 
order to complete the password change process. 
 
You should now be logged into PeopleSoft.  The following figure is the initial homepage 
that you should see: 

Fig. 4 

 
 

 

If you do not currently see the 
screen in Fig. 4 or if at any time 
you need to return to the screen 
in Fig. 4, you can do so by 
clicking on the Home icon in 
the top right of the screen.  
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CHARTFIELDS 

 
A chartfield is a set of numbers and codes associated with a particular grant, fund, 
activity of a grant or fund, department, etc.  Chartfields are not all that complicated; 
however, they can be confusing at first.  Below is a picture of a typical chartfield area: 
 

 
 
An item that is missing from this chartfield, but required for all chartfields, is the 
Business Unit.  The reason the Business Unit field is not present here is because it was 
asked for in the top portion of this document since it is absolutely essential that it be 
properly field out.  This field and the other chartfield fields are discussed in detail below. 
 
DESCRIPTION OF CHARTFIELD FIELDS 
 
Business Unit 
This refers to the entity that is expending or receiving funds.  For instance, typically you 
will see, “BKCMP,” which stands for “Bakersfield Campus,” in this field.  Another 
Business Unit that may be seen is, “BKFDN,” which stands for “Bakersfield 
Foundation.” 
 
Account 
This field defines the type of expense (accounts beginning with a “6”) or revenue 
(accounts beginning with a “5”).  The values in this field are independent of any other 
field as they are derived from State account codes and are used for State audit purposes.  
For instance: a person purchasing office supplies would use the account code 660003 
since the description for that account code is “supplies and services.”   
 
Fund 
This specifies which fund the money will come from or go into.  These funds are campus 
fund accounts.  For instance: BK001 refers to the campus general fund, where as MT020 
refers to the majority of Grant Funds.   
Note: Some grants are large enough that they will be given their own Fund Code other 
than MT020.  
 
Dept ID 
This specifies the department that the funds will go to or come from.  This is required as 
it tells you who is asking for the funds to be spent or received.  For instance: the Grants 
department is D10730.  If procurement receives a requisition order from the Grants 
department asking for items to be purchased using the MU001 fund code, they would call 
the Grants office and ask why we are attempting to use funds from ASi fees.   
 
Program 
This field is used to indicate expenditures or revenues that are incurred from campus-
wide or group activities without a specified end-date.  Examples of a program are the 
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campus mail-delivery system, the Antelope Valley satellite campus, and the Campus 
Reserves.   Program codes are not typically used for projects. 
 
Project 
This is an important field for our office as it refers to projects that have a specified start 
and end date.  Typically this means grants.  All of our grants have associated codes with 
them, usually something like: G10140.  This code will be found within the, “Project” 
field.   
Note: Some grants are large enough that they will be given their own Fund Code other 
than MT020.  
 
Class Code 
This code is typically used to provide more details and is used at the discretion of the 
Administrator for the associated project/ program/ fund.  For instance, a paper program 
might include revenue from the use of copiers and the use of printers.  The chartfields for 
those would have the same account code ( 580090 – “Revenue Other” ) but nothing to 
delineate between the revenues earned from copiers and the revenue earned from printers.  
To be able to get this information, class codes would be implemented (C0001 ---> C0050 
are user defined) to better describe the source of revenues.  Class codes are also good to 
use when tracking expenses by person within a particular program or grant if needed. 
 
Chartfield Example 
A  completed chartfield will typically look something like the following: 

Bus. Unit: Account: Fund:    Department:   Program:    Project: Class: 
B KCMP 660003 MT020   D10730     G10140 C0001 

In this example, the business unit doing business is the Bakersfield Main Campus (a.k.a. 
“CSUB”), the budget statement account being expensed is 660003 (all accounts that start 
with “6” are expense accounts), the money is coming from the Grant Fund and the 
ransaction is being charged to the NSF grant project under the Grants Department. t 

The following section will help you find information in PeopleSoft on the various 
Chartfield values. 
 
Commonly Used Accounts 
GRaSP provides a list of most commonly used accounts with the “Grants Reimbursement 
Handbook.”  Please contact GRaSP if you are unsure of which account to use.  If you 
would like to look up a code yourself, you may use the following procedure. 
 
To look up Chartfield values, click on the link for Set up Financials/ Supply Chain 
and then click on Common Definitions (Or on Design Chartfields to get there directly). 
 
Fig. 5 



    6                                                               Revised: September 2008 Page

 
   Fig. 6 
From the 
Common 
Definitions 
page you should 
click on the link 
for Design 
Chartfields. 
 
You will then 
see Fig. 6:  
 
Fig. 7 

Once on this screen click on Chartfield Values underneath 
the Define Values section.  This will bring up a screen that 
shows you a listing of chartfield values, such as in the 
image on the left. 
 
The titles that are hyperlinked indicate you can view 
information about that value.  If there is no link, then you 
cannot view anything about that value.  For instance, in this 
image the user has access to the following values: 
 Account 

Fund Code 
Department 
Program Code 
Class Field 
Project 
Scenario 
Statistics Code

 
 
 
 

 
 
 
 
Normally you will refer only to the top six in the above list.  The other codes (available 
and not) are used by other departments on campus. 
Clicking on any of the highlighted links will bring you to a page similar to Fig. 8: 
Fig. 8 

 
 
As in previous examples, information can be 
entered into each field to perform a search 
for related items.  Not all fields need be 
entered.  If you wanted to see the first 300 
expense accounts (limit by PeopleSoft) of 
the entire BKCMP business unit, you would 
enter BKCMP into the, SetID field and “6” 
in the Account field (with the “Begins with” 
option).  Then click on Search. 

      The following would be the result: 
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      Fig. 9 
 
A listing of all expense accounts, 
starting wit the first account: 601000 
is displayed below the search 
criteria.  Clicking on any of these 
will bring up details about that 
specific account code.  See Fig 10 
for an example of the account code:  
601000 (Salaries and Wages) 
 
 
 
 
 
 
 
 
Fig. 10 
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RUNNING A QUERY 

 
Queries are snapshots of budgets and income/expense reports.  This is an extremely 
valuable tool in project administration, and you should become very familiar with this 
aspect of PeopleSoft. 
 
To begin a query, click the link for Reporting Tools, and then click on Query Viewer. 
Fig. 11 

 

1   
                          2 
 

 
You should then see this screen:  
Fig. 12 

 
 
In the "begins with" field, enter the appropriate Query name that you wish to run and 
click on Search.  You will see a page that lists all the possible queries that can be run that 
relate to the query name entered.  See Fig. 13 for an example. 
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Fig. 13  
 
 
Result: 
 
In the result, the criteria would be the 
column headings, while the parameter 
would be the information in the rows, 
such as BAK_DP_DETAILS_FUND.   
The most common queries used are 
circled in green. 
 
 

In the Begins with fielding Fig. 13, 
enter one of the following: 
BAK_GRANTS_BY_CHARTFIELD 
BAK_DP_DETAIL_FUND* 
 
If you know that another query needs 
to be used, but are unable to recall the 
exact wording, you can search for the 
query by entering the first part of the 
query name.  Fig. 14 shows a list that 
could be generated if only BAK_DP 
is entered into the Begins with 
field**  

Result:  
Fig. 14 

 
An explanation of each column can be found on the next page. 
 
*   = This should be used only if the project has been given its own FUND code other than MT020.   
** = This should only be done by advanced users or if specifically told to do so.  Please call the GRaSP 
office if you are unsure of which query to use.  Some users may not have access to certain queries.   
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DESCRIPTION OF COLUMNS 
 
Query Name 
This column gives the actual name of the query as referenced in PeopleSoft.   
 
Description 
This column provides information as to exactly what type of query will be run.  For 
instance, will the query return summaries for each account code?  Or do you want to see 
the details that make up the actuals summary?  Advanced users can read through these 
descriptions to determine which query would be best for the required task.  Users 
unfamiliar with queries should only use the BAK_GRANTS_BY_CHARTFIELD or 
BAK_DP_DETAIL_FUND queries unless otherwise specified.   
 
Owner 
This simply states who has access to the associated report.  In this instance, all the queries 
are available publicly.  This means that any user who has access to PeopleSoft will be 
able to see and run these queries. 
 
Run to Excel 
This link provides an option to see the results of a query in Excel format.  It is advisable 
to use the Excel option since Excel allows for easy customization and reorganization of 
the data provided.  Refer to Fig. 15 for the steps for this option.   
 
Schedule 
This option is not typically used by standard users and as such is often not accessible. 
 
Favorites 
This option allows the user to add the related query to his or her “favorites” listing.  This 
list will appear every time the user selects Query Viewer from the navigation sidebar or 
the homepage.  This negates the need for entering search parameters. 
 
       Fig. 15        Fig. 16 

Fig. 15 is 
asking for the 
basic 
information 
that you want 
to look up.  
Fill out the 
information 
similar to the 
example in 
Fig. 16. 

 
If you know you need another business unit, such as BKFDN ( Foundation ), but aren’t 
sure of the spelling, then you can look up those units by clicking on the magnifying glass 
to the right of the Business Unit entry box.  Clicking on the magnifying glass will bring 
up a list of business units for which you have query access rights. 
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Note: Period refers to FISCAL period.  So period 1 = July and Period 12 = June.  Please 
see Fiscal Year under Appendix for important information regarding the fiscal 
numbering scheme. 
 
After clicking, “View Results,” a window will appear that asks if you want to open the 
file, save the file, or cancel the operation. 
 Fig. 17 
 
 
 
 
 
 
 
 
 
 
 
Finally, if you choose “Open” a screen like Fig. 18 will appear: 
Fig. 18 

From this point you can edit 
the way the information is 
displayed.* 
 
* = Please see Appendix B 
for how to format and read 
a query.  While the projec
administrator may format a 
query to their 
specifications, the GRaSP 
office asks that all 
submitted or referenced 
queries follow the forma

t 

t 
utlined in Appendix B 

o 

GRaSP immediately.   

o
 
IMPORTANT: If the 
“budget” column has n
entries, please contact 



    12                                                               Revised: September 2008 Page

 BUDGET COMPARISON REPORTS 
 
Budget comparisons are useful to get a snapshot of project expenditures in comparison to 
the allotted budget.  This information is useful since you can see what has been spent in a 
particular category in an easy to read, simple format.  The downside to this report is that 
it does not include the details of the expenditures, just totals.  Also, it is only useful for 
Fiscal Year projects.  The upside is that it typically fits on one page. 
 
To begin a budget comparison report, go to CSUB Custom and then click on Budget 
Comparison Reports. 
 Fig. 19 
 

 
 
 
 
 

   Fig. 20 
Clicking on 
Budget 
Comparison 
Reports will 
bring you to this 
page: 
 
Here you can choose how you want to look up the information.  Most projects will use 
By Project and Department.  A project with a separate FUND code will use By Fund 
and Department.  Either option will show Fig. 21. 

 
Fig. 21 

The Run Control ID is not 
required to be filled in to run a 
report.  If you click on Add a 
New Value and enter an 
identifier of choice (e.g., your 
initials), it will help you keep 
track the reports that you 
generate each session.  This is 
useful if you are going to run 
multiple reports at the same 
time. 

 
 
 
The following screen will look something like the figure below; however, in this screen 
the values have already been filled in. 
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Fig. 22 

    
 
After entering the information pertaining to your project, click on Run in the top-right 
corner to begin the reporting process.   
 
Note: Period refers to FISCAL period.  So period 1 = July and Period 12 = June.  Please 
see Fiscal Year under Appendix for important information regarding the fiscal 
numbering scheme. 
 
The first page that comes up asks what you would like to do with the report once it is  
complete.  Unless otherwise needed, it is best to keep the default settings.  The settings 
seen in Fig. 23 are the default settings for a typical report.   

 
Fig. 23 

 
 
 
 
 
 
 
 
 
 
 

 
Server Name refers to one of the two servers available.  Unless otherwise specified, use 
“PSNT.”  The type refers to what type of output you would like: web-based, email 
format, printed, or saved to a file.  The format section is the format you want it in, which 
in this case would be a PDF.  Again, unless absolutely sure about using a different 
format, it is best to keep the default settings.  If you select the “Print” or “File” format, 
you will be asked to supply the destination file-name or printer in a text-box that appears 
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under Distribution.  When all the settings have been verified, click on OK, to continue 
the reporting process. 
 
Once you click on OK you will be brought back to the window in Fig. 22 (See prev. 
page).  On this screen, click on Process Monitor in the upper-right of the screen.  This 
will bring you to the following page: 
 Fig. 24 

 
 
The main concern for this page is the Run Status and the Distribution Status.  This 
process normally takes a minute or two.  Click on Refresh to check the status for both 
Run and Distribution.  The report is finished and ready for viewing when you see, 
“Success” under Run Status and “Posted” under Distribution Status. 
 
Fig. 25 

 
 
 
Click on Details and you will be brought to 
an information screen about the process (Fig 
25).  Clicking on View Log/ Trace will show 
the report page for the report that was just 
run.      
 
 
 
    Fig. 26 

 
This page lists information about the report.  
The most important aspect on this page is 
the actual report, which you can identify as 
the file that ends in “.PDF.”  (On this page: 
AKGL002_6358798.PDF) 
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Clicking on the report will open up the report using whatever program is associated with 
the file-type (in most cases, adobe acrobat reader since the files will normally be “.pdf”). 
 
 Fig. 27 
 
 
 
 
 

 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
This form may be saved and/or printed.  However, it cannot be manipulated (reformatted, 
edited or sorted) like an Excel query.  Also, it is important to note that this report is useful 
for Fiscal Year project periods only (July 1st through June 30th).   
 
IMPORTANT: If the “budget” column has no entries, please contact GRaSP 
immediately.   
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PURCHASE ORDERS 
 

A purchase order, otherwise referred to as a “PO,” is really just that: an order to purchase 
a product or service from a vendor.  More specifically, purchase orders are legal contracts 
that specify the type of product or service that will be purchased, the expected quantity 
purchased and in what time frame, and the price at which those products or services will 
be purchased.  
 
To view the status of a PO, click on, Purchasing, and then click on, Purchase Orders.  
You can find Purchase Orders in the menu on the left or the folder icon on the right 
(refer to Fig. 28). 
 
   Fig. 28 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After you select Purchase Orders this window will come up: 
  
Fig. 29 

 
Clicking on Review PO Information will bring up the following window: 



    17                                                               Revised: September 2008 Page

 
  Fig. 30 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
      Fig. 31 
The next step is to click on Purchase 
Orders which will bring up this 
window:  
 
(The previous step can be skipped by 
clicking on Purchase Orders, located 
directly under Review P.O. Orders. ) 
 
This window has a lot of possible 
informational fields that can be used to 
narrow your search.  Business Unit is 
the only required field you need to 
enter (however, you should add more 
information as looking for all POs 
made under the BKCMP Business 
Unit will return thousands of entries).   
 
Note: PeopleSoft only displays the 
first 300 returns.  If the PO you are looking for is not in one of those, then you need to 
enter more information to narrow your search.  
 
For a listing of what each field value is asking for, please see Appendix A of this 
document.  
 Fig. 32 After entering some basic 

information (see left), and 
clicking on “Search,” you’ll 
get the results in an HTML 
format below the search 
criteria area (see Fig 33.).  
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Fig. 33 
 

 
 
Once you see the above screen you can click on any of the columns and it will bring you 
to the following screen about the associated PO: 
 Fig. 34 

 
From here you can see that it lists the type of service or product that is to be purchased, 
the quantity allowed, and the agreed upon amount for the product or service.  If you click 
on the link under Item Description you will see a window that shows the entire 
description. Other items on this screen are described on the next page. 
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DESCRIPTION OF DETAIL ITEMS 
 
Unit 
This is the business reporting unit associated with the PO (typically BKCMP). 
 
PO 
This is the PO reference number of the PO. 
 
Vendor 
This refers to a vendor name and associated code as referenced in PeopleSoft. 
 
ID 
This is the Vendor ID code that is used in PeopleSoft and by Accounts Payable. 
 
Vendor Details (Hyper Link)   Fig. 35 
This link will bring you to a window such as 
the one in Fig. 35.  Here you can see such 
information as the vendor phone, fax 
number, and address.  Typically, you will 
not need to access this information as AP or 
Procurement will deal directly with the 
Vendors.  Contact either one of the above-
mentioned offices if you have vendor-
specific questions. 
 
Buyer 
This is the name of the buyer who processed 
the PO.  See Appendix A for more 
information. 
 
PO Date 
This is the date the PO was entered into the system. 
 
PO Status 
This field reports the status of the PO in regards to it being approved, dispatched, or 
completed.  If a PO is closed then no further charges will be allowed. 
 
Receipt 
This field shows if a product has been received or service has been completed.   
 
Backorder Status 
If a product or service is backordered, it will be noted in this field. 
 
Budget Status 
This will inform you if the associated project or fund budget has been reviewed and 
approved for this PO. 
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VOUCHERS 
 

Vouchers refer to any form of paperwork that is received from a vendor or employee that 
requests an expenditure of funds.  Common vouchers include invoices, travel claims, 
requisition forms, direct pays and PO expense requests.  Knowing how to find and 
understand the vouchers in PeopleSoft will make investigative tasks much quicker and 
easier.  This is particularly helpful when you are trying to find out why something that 
has been processed did not show up as an expense on a query for your project. 
 
To look up a voucher, click on Accounts Payable on the left and then click on Vouchers 
or on Entry underneath the Vouchers folder. 
  

Fig. 36 
    
 
 
 
 
 
 
 
 
 
Clicking on Entry underneath Vouchers (or on Entry after getting to the Vouchers 
window) will bring you to this window: 
   Fig. 37 
This window 
gives you two 
options.  Both 
options are 
explained 
below. 
 
Regular Entry 
A regular entry is a detailed view at a voucher.  It will include all basic items such as 
schedule for payment, amount, status, and account posting date, but it will also include 
information such as vendor name and all related information, chartfield information, etc. 
 
Quick Invoice Entry 
A quick invoice entry will only show you vouchers that are specifically invoices and have 
an associated invoice number.  The invoice numbers are the numbers given by the vendor 
that is invoicing CSUB.  This can make searching much quicker if you know for sure you 
are looking for an invoice. 
 
All examples following, unless otherwise stated, will be based off of the Regular Entry 
option. 
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After clicking on Regular Entry this screen will present itself: 
      Fig. 38 

 
As with the other screens similar to this 
one, the only required item is Business 
Unit.  Any other information provided will 
simply help to narrow the search.  Refer to 
the Appendix for a detailed description of 
each search box criteria.   
 
After entering search criteria, an HTML-
based list will be displayed showing you 
basic information about each voucher.   
 

Fig. 39 
Clicking on any of the 
listed information will 
bring you to a voucher 
information page about 
the associated voucher. 
 

Fig. 40 
This page lists the 
details of the voucher 
including the Vendor 
information, voucher 
information       
(voucher ID, budget 
status, etc.), a 
description of the 
invoice (what was 
purchased, what it cost), 
and the associated 
chartfield used if a 
payment has been made 
for the voucher. 
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APPENDIX A 

PS Field Descriptions 
This appendix gives a short description about each field that you will encounter in 

PeopleSoft, listed alphabetically. 
 

Business Unit 
This field requires a business unit.  A business unit is a code representation of a business 
entity.  Typically projects will be under the business unit BKCMP, which stands for 
Bakersfield Campus.  Some projects may be included under the BKFDN business unit 
(Bakersfield Foundation).  It is important to note that a user must have access to a 
business unit in order to query any projects or funds under the business unit. 
 
Buyer 
This field accepts the username of the buyer who made the purchase.  Keep in mind that 
this is not typically the person who requested or even approved the transaction, but rather 
the procurement officer who processed the order. 
  
Fiscal Year 
A fiscal year is the working business year of a business entity.  How this differs from a 
normal calendar year (January – December) is that a fiscal year has different start and end 
dates based on the needs of the business entity.  For example, the California State fiscal 
year is from July 1st through June 30th.  Another company might have a fiscal year from 
May 1st through April 30th.   
 
Since fiscal years often overlap two standard years (i.e. Fiscal year begins July 1st, 2006 
and ends June 30th, 2007) it is important to understand that a fiscal year is referenced by 
the first ACTUAL year in which the fiscal year begins.  For example, the 07/08 fiscal 
year that begins in PeopleSoft in July of 2007 and ends in June of 2008 will be referenced 
as the 2007 fiscal year, not 2008.  The 2008 fiscal year will not begin until July 1st of 
2008.   
 
Almost all queries will require a fiscal year or multiple fiscal years be specified.  Details 
on which values to enter are specified below. 
 

Fiscal Year 
Certain searches will have a field titled Fiscal Year.  In this instance, the field is 
simply asking for a specific fiscal year that will be referenced.  Only transactions 
during that fiscal year will be viewable.  Again, it is important to remember that 
the fiscal year for CSUB begins on July 1st of the year specified.  Example: July 
1st, 2007 is the start of the 2007 fiscal year.  April 2008 is also considered to be 
part of the 2007 fiscal year. 

 
From Fiscal Year 
This field will be present only if the search can cover multiple fiscal years.  This 
will be the first fiscal year that the user wishes to view in the Query or related 
search.  Be sure to remember that the fiscal year for CSUB is from July to June of 
the following actual year. 
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To Fiscal Year 
This field will be present if the search covers multiple fiscal years.  This will be 
the last fiscal year that the search will cover. 
 
Period 
The fiscal term period refers to one fiscal month for the CSU.  The CSU uses the 
California State system for fiscal time-periods, meaning that our fiscal year starts 
on July 1st and ends on June 30th, with one month equal to one period.  Simply 
put, July is equal to period 1 while June is equal to period 12.  Refer to the 
following quick reference chart for referencing fiscal periods. 
 

Period 1   = July Period 7   = January 
Period 2   = August Period 8   = February 
Period 3   = September Period 9   = March 
Period 4   = October Period 10 = April 
Period 5   = November Period 11 = May  
Period 6   = December Period 12 = June 

 
 
From Fiscal Year 
See Fiscal Year. 
 
Fund 
This field is requesting the fund code for the associated fund account.  Format for fund 
codes are normally two alphabetic values and two numerical values.  An example of this 
is fund MT020, which is the typical fund code for the majority of grants and projects. 
 
Invoice Number 
This is referencing the number that a vendor would use to indentify the associated 
paperwork requesting that funds be paid for a service, product, or other agreement.  
These numbers are determined by the vendor and, as such, have no standard format. 
 
Name 1 
This field references the full name of the vendor.  Example: the IRS would be referenced 
as the Internal Revenue Service.  Whereas the short vendor name would be IRS-001. 
 
Period 
See Fiscal Year. 
 
Related Voucher 
This field is used for cross-referencing purposes.  For instance, if multiple payments are 
being made for the same invoice, the invoice number might be found under the related 
voucher number. 
 
 
Short Vendor Name 
This references a shorthand version of a vendor’s name.  This name will typically be 12 
characters or less and will not contain spaces.  When using this field to conduct a search, 
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the easiest method would be to enter the first two to three characters of the vendor’s 
name.   
 
To Fiscal Year 
See Fiscal Year. 
 
Vendor ID 
This is the ID number associated with the vendor in the PeopleSoft system.  Typically, 
this number will not be readily available.  If this number is needed, a search can be done 
via the short vendor name or the name 1 fields, and the associated ID number would be 
found in the search results. 
 
Voucher ID 
This field is the code that references the associated PeopleSoft voucher number.  This 
number is assigned by the PeopleSoft system and is not usually found on any associated 
paperwork. 
 
Voucher Style 
This specifies the style or type of the voucher.  For instance, a user can specify if the 
voucher is an adjusting voucher or a journal entry voucher. 



    25                                                               Revised: September 2008 Page
APPENDIX B 

 GRaSP Preferred Formatting for an Excel Query 
Revised January 2008 

 
After choosing to view a query using PeopleSoft, the screen in Fig. 1 will appear. 
 
Fig. 1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Fig. 2 

As Fig. 2 shows, a Print Preview of the above query will 
show very little information per page.  The following steps 
will help to create a much more manageable and 
informative print-out for both project administrators and for 
the GRaSP office when queries of the accounts are 
requested. 
 
Note: Some project administrators might need more or less 
information for their records.  This document recommends a 
standardized system for query formatting, especially those 
submitted to the GRaSP office for review or backup 
purposes. 
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STEPS for Preferred Excel Query Format 

Step 1:  Delete unnecessary bar at top of excel query.   
 
 
 
 
 
 
 
 
 
 
 
 

Step 2:  Auto-size all fields ( remove unnecessary space).                     Fig. 4 
A. Select all cells by clicking on  

the top-left square of the sheet (Fig. 3 
below). 

 
Clicking on the cell will highlight all  
cells (Fig. 4 to the right). 
 
Fig. 3 

  
 
 
 
 
 

B.  Auto-size all cells by double-clicking on any of the lines between the columns, where the column 
letters are located.  Doing so will reduce the size of the columns to the smallest size possible without 
cutting off any information in the cells in each column.  An example of the resulting screen is in Fig. 
5.  

  Fig. 5 
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Step 3:  Delete extraneous or redundant columns so the query will be easier to read.  These usually include 
Fund, Program, Project, Budgeted, Unit, Ledger, and sometimes Class columns ( Fig 6 and 7) by 
selecting the associated columns, right-clicking, and selecting Delete.  The reasons for deleting these 
columns are below.  (Some projects will find these columns to be helpful; if so, they should not be 
deleted.  However, in most circumstances, the GRaSP office will not need to see these columns). 

 Fund, Program, Project: If the header is formatted correctly as specified later in this document, 
then these columns are redundant. 

 Budgeted:  This column often contains incorrect or out-of-date data.  A well-kept shadow 
system would be used in place of this column. 

 Unit:  This is the same as the business unit.  The business unit can be determined easily based on 
the project number.  This column is redundant. 

 Ledger: This column provides information that is of little use in daily grant administration. 
  
 Fig. 6      Fig. 7 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4:  Format the amounts to two decimal places.    Fig. 8 

A. Select the Actuals and Encumbered columns.   
B. Right click anywhere in the highlighted area. 
C. Click on Format Cells…. 
D. In the window that comes up ( Fig. 8 ), click on the 

Accounting tab.  Keep the default settings of 2 Decimal 
Places and No symbol. 

E. The other settings can be left as default.  Click OK when 
done.  

Fig. 9 
After clicking on OK the number format 
should be similar to Fig. 9. 
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Step 5:  Subtotal the data by account description/ code. 
 A.  Select Subtotals… from the Data drop-down menu ( Fig. 10 ). 
 B.  Select the options as shown in Fig. 11.   
 C.  Press OK.  You will then see something similar to Fig 12.  
          Fig. 10     Fig. 11 
 
 
 
 
 
 
 
 
 
 
 
    Fig. 12 
 
 
 
 
 
 Subtotals            Subtotals 
 
 

D. Next, highlight the rows containing the sub-totals ( Fig. 13 ) 
Fig. 13 

 
E.  Bold the cells in 
the highlighted 
rows.  This can be 
done by clicking on 
the bold icon on the 
top menu bar or by 
pressing Ctrl and B 
together.   
 

E. Your output will look like Fig. 14. 
 
Fig. 14 

 
 
 
 

 
             Subtotals 
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Note:  If any of the columns show #####, then the column that this value is in is too small to show all the 
numbers.  Widen the column to see all the values (or just double click on the line separating the columns 
next to the associated column identifier, e.g., L.  )  

 
Step 6:  Setup the print format for the document. 

A. From the File menu, click on Page Setup… ( Fig. 15 ). 
B. Fig. 16 will appear requesting the settings for the page.   

 
Fig. 15                               Fig. 16                

   
 
 
 
 
 
 
 
 
 
 
 

C. In Fig. 16 the options Landscape, Fit to 1 pages wide by <blank> pages tall need to be selected.  
Otherwise, you may choose which settings work best for your particular print.  To enter a blank, 
highlight the value in the box next to tall and delete the value.   

D. From here either click OK to apply the settings or click on the Header/Footer tab to setup the 
header as in Step 7 below. 

 
Step 7:  Setup the header. 

A.  If the window in Fig. 16 was closed, then click on File  Page Setup again and then click on the 
Header/Footer tab.  Clicking on View  Header/ Footer will also work.  In either instance, Fig. 
17 will appear.        Fig. 17 

B.  Click on Custom Header to open up the custom        
header (three parts: left, center, right).   

C.  In the left area, enter the project number on the top, and 
then the name of the project immediately below that 

D.  In the center area, enter the type of query run (i.e. Grants 
By Chartfield) with the time period of the query 
immediately below the type of query. 

E.  In the right area, enter the date that the query was run and 
the last name of the person who ran the query.  Fig. 18 
shows a completed custom header.  Click OK when done. 

Fig. 18   
 
 
 
 
 
 
 
 



    30                                                               Revised: September 2008 Page
 

 
 

F.  Clicking on OK will close the custom header window and show the standard header window (Fig. 
19).  However, this window will now reflect the changes you made in the custom header and can 
give you a quick glimpse of how it will appear on the document.  If it appears correctly, click on 
Sheet for the next step.  If the next step has already been done, then click OK. 

 
Fig. 19 

 
 
 
 
 
 
 
 
 
 
 

 
Step 8:  Setup top rows to repeat. 

Fig. 20 
A. If you haven’t already done so, click on the Sheet tab in the 

page setup window ( Fig. 19 ). 
B. Here you will see a window that allows you to do various 

items ( Fig. 20 ).  However, for this document you should 
select Rows to repeat at top: and highlight the desired 
rows ( Fig. 21). 

        
 
 
 
 
 
 

Fig. 21 
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Step 9:  Preview and print. 
By now the query should be formatted properly so that it will print in such a way as to be only one (1) page in 
width, multiple pages in length, and legible.  For a preview of how the document should print, go to File  
Print Preview ( Fig. 22 ).  Something similar to Fig. 23 will appear. 
 
Fig. 22     Fig. 23 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If this looks correct then you are 
ready to print the document. 
 
 
 
 
 
Step 10 (optional):  Many of these queries will be referenced many times over, so it would be wise to save a 
copy to your personal files after you have formatted it as specified above.  While you may use whatever 
naming-convention you choose, files that have the project name or number and a query-date would be very 
helpful.  Example: G12345 February 1, 2008.doc OR G12345 02-01-08.doc.   
 
NOTE:  The books for the previous month are typically closed by Fiscal Services between the 1st and the 15th 
of the current month.  When you are reconciling your shadow system worksheet (see Shadow System Guide), it 
is best to wait until the middle of the month to query the previous month’s transactions. If Fiscal Services has 
not closed the books for the previous month, not all transactions will have been posted and will, therefore, be 
missing from the query. If you run a query for the same time frame at a later date, it will reflect different 
transactions, making reconciliation and expense tracking difficult when you run the query too early.  
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APPENDIX C 
 

ACCRUALS and ENCUMBRANCES 
DRAFT FEBRUARY 2008 

(This procedure will be reviewed with the new AVP of BAS and may require revisions) 
 
Accruals: 
Accrual-based Accounting means that transactions are recorded in the periods in which 
they are incurred rather than when they are paid or received. Project Revenues are on an 
accrual basis and are posted to your project when they are invoiced as opposed to when 
they are received. Revenues are seen as a negative amount, or credit, in a PeopleSoft 
query as the Actual column. However, expenses are posted to your project during the 
year on a cash-basis; i.e., at the time they are paid. Near the end of your project year, it is 
your responsibility to see that all expenses for the current year are recorded to your 
project by accruing them; this will ensure that Accounts Receivable bills the funding 
agent (sponsor) for the expenses in the correct time period. Sponsors often refer to 
accruals as “Obligated Funds.” See Year-End and Project Closeout accounting 
instructions below.  
 
Items that you would usually find accrued include vacation and sick leave benefits, and 
any direct pay forms, travel claims, ProCard statements, and chargeback for expenses 
such as IKON, reprographics, and telephone that have not yet been paid. 
 
Unbilled Revenues can also be accrued; these accruals are posted by Fiscal Services. 
 
Encumbrances: 
An encumbrance is a form of accrual which is made at the time the claim or liability is 
attached to the project and which lessens the available balance. When you process an 
Intra-Office Requisition to place an order, the expense has not yet been paid, so an 
encumbrance is posted to the project. Also, an encumbrance may be incurred by a project 
entering into an agreement or subcontract with a third party. These agreements or 
subcontracts are prepared by the Procurement Office who will assign a Purchase Order 
for a specific amount, and this amount is posted as an encumbrance. You will see the 
encumbrance in your PeopleSoft query as a positive amount in the Encumbered column. 
As expenses are paid to the subcontractor, the corresponding portion of the encumbrance 
will be “relieve” or reversed. The reversal will appear as a negative amount in the 
Encumbered column on the query, and the corresponding positive expense amount will 
appear as an “Actual.” 
  
Year-End Accounting: 
When the end of your project year approaches, it is important to keep the accrual and 
encumbrance process in mind in order to be certain that remaining expenditures for that 
fiscal year are recorded and avoid the expenses falling into the next project year. We 
must assure that the expenses are invoiced to the sponsor for the appropriate project year. 
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To accomplish this, you must reconcile your PeopleSoft query with your own records 
(Shadow System).  Please see GRaSP for training in shadow system templates. 
Determine which expenses have not yet hit PeopleSoft and then prepare a list of 
outstanding Claims for Reimbursement such as Direct Pay forms, Travel Claims, etc. The 
list should identify the form (i.e., DP70000), the date submitted, the payee, the account 
charged for the expense, and the amount. If your project year corresponds to CSUB’s 
fiscal year end (June 30), your list will only have to include the items that have not been 
processed through Accounting which will be accrued along with other campus expenses. 
This means that you will need to start your list early so that you can track them for their 
status in Accounts Payable. Your list should then be submitted to the GRaSP office who 
will forward the list to Fiscal Services for accrual before the end of the fiscal year. 
Accrual lists should be submitted no later than two weeks before the end of your project 
year.  
 
You must then track the accruals to see that the transactions occur during the subsequent 
project year. A PeopleSoft query requested through the year-end date of the project will 
show accruals as a positive number in the Actual column and will be referenced in the 
Description column. This assures that the expense is accounted for in the correct project 
year. A second PeopleSoft query requested from the beginning of the next project year 
forward will show a reversal of the accruals as a negative number in the Actual column 
and will be referenced in the Description column. When the expense claim is processed, 
it will appear in the Actual column as a positive number. The net effect of the negative 
and the positive number assures that the expense will not also be charged to the new 
project year when the sponsor is invoiced by the Accounts Receivable Department. If you 
find that the expense was posted earlier than expected (during the previous year), you 
must email Accounts Receivable (and copy GRaSP); Accounts Receivable will adjust the 
invoicing as necessary. If you find that the expense did not get posted at all, you must 
contact Accounts Payable and find out what happened to the transaction and make 
corrections as necessary.  
 
Note: Fiscal year-end Salaries, Benefits, Vacation, and Sick Leave accruals are processed 
by the payroll office, but must be accrued by you if your project year ends at any date 
other than June 30. 
 
Project Closeout: 
As your project comes to a close, you should reconcile your project expenses to your 
PeopleSoft query to make sure that all accruals and encumbrances have been paid and 
relieved (reversed). Any remaining encumbered amounts should be scrutinized to make 
sure that there are no outstanding invoices pending or services or goods yet to be billed. 
If there is a balance that has not been paid against the encumbrance and no more 
transactions are expected, you must send an email to Procurement (include the PO 
number) requesting that they disencumber the amount(s) and send a copy of the email to 
the GRaSP Office. 
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