Guide to Department Summary

This utility allows you to look up department financial summary information by Fund and organizational level.
The result of the lookup will show the name of department, account description, account number, budget
(original, adjustments, and revised), activity (requisitions, encumbrances, expenditures/revenues, and total), and
the funds available.

Step 1: Log on to Cal Poly Pomona Finance Web Tools http://www.csupomona.edu/~psoft/
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CAL POLY POMONA

Welcome to the Finance Web Tools home page!

Here you will find many useful utilities and have access to information normally only accessible through use of PeopleSoft client software

PeopleSoft Financial Information

Department Surmmary } Use to display a department financial summary.

hartfeld - Use to display a department financial summary by chartfield. From the result screen, you can drill down to display
transaction detail.

Individual PO Lookup -\Jse to display a single purchase order by entering a specific PO number,

PO Lookup by Date - Usk to display purchase orders at the Departrent or Chartfield string level by a date range
University Trees - Use this\to display the trees for funds, departrments, programs and classes.

Forms and Documents

Download Forms - Use this toXind and download finance related farms.

Financial Services Guide - Univeysity Financial Serices directory and ledger id reference.

Glossary of Terms Guide - A listing of words and their definitions as they relate to CSU

Quick Tips - Helpful tips and remindgrs for users.

Training Material - Power Point preseNtations from training classes

Additional Web Page References

University Budget Infarmation
University Financial Services

Brocurerment Support Services

Template revised on 27-Moy-2002

Step 2: Click on Department Summary
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CAL POLY POMONA

Welcome to the Finance Web Tools home page!

Here you will find many useful utilities and have access to information normally only accessible through use of PeopleSoft client software.

PeopleSoft Financial Information

Department Summary - Use to display a department financial surmmary.

Summary by Charfield - Use to display a department financial summary by chartfield. From the result screen, you can drill down to display
transaction detail. Enter Network Password 2l x|

Individual PO Lookug - Use to display %@ Fleaze type pour uger name and password,

PO Lookup by Date - Use to display p Site: Wk CSUPOMona.edu ange.
University Trees - Use this to display t Realm Cal Poly Pamana Intranet

Uszer Mame I‘

Download Farms - Use this ta find anc Pazsword I

Financial Services Guide - Univarsity F I~ Save this password in your passweord fist

QK I Cancel

Glossary of Terms Guide - & listing of

Quick Tips - Helpful tips and rerminders for users
Training Material - Power Paoint presentations from training classes

Additional Weh Page References
University Budget Information

University Financial Services

Procurernent Support Services

Termplate revised on 27-MNow-2002
Step 3: Enter your User Name and Password
Step 4: Click OK
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A cal Poly Financial Web Tools - Microsoft Internet Explorer

Fe Edt View Favorites Took Help

Qe - © - (%] (@ €0 POsexch 5

¢ Favorites ) v

L
¥ 2| G = ® - B 3 aor 2
My Wb Saarch | " Psemch - & s ffwww cupomona edufoa-bnfpsoftinidept_summary ol

v Bl Lris *
POLY POMON =

Departmant Summary
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C5U Pomona Home | PeogleSoft Project | Finance Tools Home | Dowrikoad Fomns | Depatrent Summare
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Step 5: Click on arrow and choose a level
Step 6: Click Next
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Department Summary - Choose Organization/Unit
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Step:7 Click on arrow and choose a sublevel
Step 8: Click Get Summary



Step 9: Results of Department Summary

rosoft Internet Explorer =101 x|
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Department Summary Results for
Fiscal Year 2006
POMO1 Operating Fund
UNIVERSITY ADVANCEMENT
Print Date: 2007525
BUDGET EXPENDITURES
Acct Descriptio PS A Orig Ad ota Pmi/Re Available
hanagement and Supervisory 501201 1,371,281 158,213 1,528 433 0 547 355 947 356 562,133
Suppont Stafl Salaries 501300 1,189 940 4540 1,204 580 i] 760,385 760,386 435,194
Student Assistant 501303 5,000 201 500 208 500 0 92740 92740 116,760
ark Study-On Campus 502001 0 ] ] i] 132 132 132
Telephone Usage 504001 14,000 3.000 17.000 0 8,140 8.140 8550
ireless Communications E04085 18,500 ] 15,500 i] 15,136 15,136 4,364
Mravel-In State E05001 24,000 15.000 35,000 ] 14903 14903 24097
[Trawel-Out of State 505002 24,000 33,500 57 500 0 28,105 28,105 29,395
State E.O.P. Grant Program 609001 0 0 0 0 0 0 0
Other Equipment 619001 21,000 6,436 27 436 6564 22,710 29,274 1838
Postage and Freight 660001 33,100 10,000 43,100 0 26,945 26,945 14,154
Printing 660002 20,000 0 20,000 27 12792 12,820 7,181
Supplies and Serices 660003 152,539 66,134 218573 10,671 84,242 94914 123,759
hembership & Subscriptions 660005 13,500 150 13,650 495 11,155 11651 1999
Expenses-Other 550090 0 25,900 25,500 0 ] ] 25,900
TOTALS 2 500 850 £24.478 3425 335 17 758 5036 754 Z0E3512 1371526
Printable Summary
This link will open a new window displaying the ry in a printable format.
Export Summary
To export summary into Excel, click this link, when data appears do the following: click the edit button on the menu bar, click select all, then click the edit button again and click copy. Open a
blank sheet in Excel, click the edit button and click paste special, when box appears, Text then OK. If data is not in then highlight Column A, click on Data, then click on
Text to Columns, delimited should be checked, click on Next and chge€e Semicolon, then click on Finish. Format data to meet your needs and then save file.
F€mplate revised on 30-APR-2007
|CSU Pomona Home | PeopleSoft Project | Einance Tools Home | Dowrfaad Forms | Department Sumimary | Summary by Chartfield | Individual PO Lookup | PO Lookup by Date | University Trees | ES
Guide | Training Material | Contact Us
. Cal Poly. Pomona. All rights reserved.
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At this point you €an choose to export data to Excel using “How to Export Data to Excel” on the
Training Guide
Definition of Terms for Department Summary Results

Budget Tracks budget transactions in the financial
system
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Expenditures

Distribution of monthly expenditures in
the financial system

Account Description

Expense accounts

PeopleSoft Account

Classifies assets, liabilities, fund balance,
revenues, and expenses

Original

Tracks the permanent base budget for each
division and unit

Adjustment

Tracks temporary budget changes to
divisions and units

Total

Original budget minus adjustment

Encumbrance

Amount of reserved funds on dispatched
(open) Purchase Orders, designated for
pending expenses. Encumbrances
represent the available balance on
Purchase Orders. PO closure will eliminate
remaining encumbrances.

Payment/Revenue

Processes invoices and/orpayment requests
(Direct Pays, Travel etc.), either paid or
pending payment, and all received and
receipted revenue.

Total

Payment plus/minus encumbrance

Available

Available funds (Budget Total less
Encumbrances and Payments)




