Financial Services Reporting Terms and Definitions 
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Chapman University uses Peoplesoft for its financial system of record.  Various subsystems (see GL Transaction Detail Report Sources section below) are used and integrated with Peoplesoft Financials.  Concur is used for Travel and Expenses.  Peoplesoft Campus Solutions and Human Resources HCM are used for student and employee records and tracking.  

Commitment Control (KK) or Budget KK Actuals/Encumbrances/Pre-Encumbrances
Transactions are posted to KK/Budget ledgers to track budget and spending.  Items posted to the KK ledgers will eventually get posted to the GL Actuals ledger once they are approved.  There is often a timing difference due to workflow approvals.  The KK/Budget ledger is tracked by Expense, Encumbrance and Pre-Encumbrance.  The following types of transactions are posted to the ledgers.
· KK Expense Ledger – AP vouchers, Journal Entries and Expense Reports
· KK Encumbrance Ledger – Open Purchase Orders and Travel Requests
· KK Pre-Encumbrance Ledger – Requisitions before they are sourced to a Purchase Order

Encumbrance & Pre-Encumbrance
An encumbrance is a liability or reserve against a budget.  Encumbrances are created with purchase orders and travel requests. When a requisition is created and budget checked, a pre-encumbrance is recorded.  When the Purchasing Department sources the Requisition into a Purchase order, the pre-encumbrance is reversed and becomes an encumbrance.  Encumbrances are reversed when the actual expense is posted by an Accounts Payable invoice.  Some examples - PO encumbrance is reversed when Accounts Payable receives and posts the invoice related to the PO.  A Travel Request encumbrance is reversed when the traveler creates an expense report linked to the travel request.  

GL Actuals/General Ledger
Chapman University’s official accounting ledgers where financial transactions are posted.  Can also be referred to as the General Ledger or Actuals Ledger.

Budget Reporting Ledgers by fund
	Some reports require budget ledger selection which varies based on the fund
	
	Budget Ledger
	Fund
	Fund Description

	OPR_CT_GRP
	100
	Operations

	PRJ_CT_GRP
	160/560/170/570
	Grants & Capital Projects

	NON_CT_GRP
	Other funds
	All other Fund


	





Chartfields
Chapman uses the following chartfields to categorize expenses for reporting:
	Business Unit – legal entity, 01=Chapman 
Fund – used to categorize different types of expenses.  Example Fund 100 = Operations, Fund 160 =Grants, Fund 180 = Gift Accounts
Department – organizational units assigned to a division/school
Program – organizational units assigned to a Department
	Operating Unit – chartfield used to track endowments
	Project – chartfield used to track Capital and Grants
	Account – natural classification for types of expenses - example supplies, consulting, wages
Class – additional (optional) chartfield used to track user defined detailed groupings.  Example Class 1050 can be used to track all computer supplies for a division or Class 1050 in a different division may be used to track a specific faculty member’s travel or grant expenses.  

Chartfield Examples
Chartfields must be entered in specific combinations that can be found on the Peoplesoft Report Fund-Dept-Prog-List ALL PDF*. If an invalid combination is entered, the financial systems will give an error message.  New chartfields can be requested through your division budget manager.

Examples:
	Fund
	Dept
	Program
	Oper Unit
	Project
	Chartfield Descriptions

	100
	1320
	13200
	
	
	Operations/Finance Dept/Financial Services Program

	100
	1320
	13201
	
	
	Operations/Finance Dept/Business Office Program

	160
	4086
	81001
	
	500162
	Grant/Biology Dept/Federal Program/NSF xxxxx Grant

	185
	5490
	87050
	98378
	
	Gift/Library Dept/Gift Program xxxx/Endowment xxxxx


*Peoplesoft navigation: Main Menu/Chapman Customizations/Reports/Fund-Dept-Prog List-ALL PDF

Fiscal Year
Chapman University’s Fiscal Year for financial reporting begins in June and ends in May
· Examples
· Fiscal Year 2020 – June 2020 to May 2021
· Fiscal Year 2021 – June 2021 to May 2022

Trees
Trees are used to maintain Chapman University’s organization structure.  Tree effective date is used on some reports to provide options to run reports using current or historical organization structures.  Reports should be run using the most recent Tree Effective Date unless reporting on  historical organization structure.  

Budget Control Accounts
Budgets are entered and controlled based on different chartfields for Operations, Projects and Other Funds.
· Ops/Operations Fund 100/105 – budget is controlled at the department level
· Projects Grants & Capital Fund 160/560/170/570 – budget is controlled by project
· Non-Ops/Other Funds (Restricted) – budget is controlled by program
Journal Entry
A journal entry is an accounting transaction made for various reasons such as moving or correcting an expense, accruals or accounting related transactions to a different department/program and is required to follow Generally Accepted Accounting Principles.  Entries are typically done by the accounting department.  

Accrual Journal Entry
When a known expense is not posted to the General Ledger in the correct period, a journal entry is done to account for activity in a month the transaction is completed.  Accrual entries are booked in the month the transaction should be expensed and reversed the following month.  A typical example is when an invoice arrives the month following the transaction date.  

Cost Transfer/Reclass Journal Entry
An entry to move amounts from one chartfield (department/program/project) to another. A cost transfer entry moves amounts using expense accounts (example -517005 supplies) from one chartfield to another.  A reclass entry moves amounts using reclass/transfer accounts (example -  610305 transfer gifts or 620220 sharing costs between depts) from one chartfield (department/program/project) to another.  Depending on the nature of the transaction, the financial services accounting staff will determine which type of entry that will be used.
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Budget Transfer
A commitment control entry made to move budget from one set of chartfields to another.  Example – a budget transfer is done when a department or project does not have enough remaining budget to cover a new expense.  Another department with excess budget can transfer budget to the department that needs additional budget.

GL Transaction Detail Report Sources
The GL Transaction Detail Report** shows detailed transactions by chartfield.  Each source will identify the specific database where the transaction originated or what kind of transaction it is by department.
  
	AG/AQ 
	Agilon & Affiniquest Gift System
	AM
	Asset Management

	AP
	Accounts Payable
	CNR
	Concur Expense Reports & Pcard

	EX
	Legacy Peoplesoft Expense Reports
	HCM
	Payroll

	INT
	Datatel Legacy Student Financials & Gift System
	SF
	Student Financials

	TN
	Touchnet Credit Card Payments
	UTX
	University Ticketing System

	AV
	Audience View Ticketing System
	YBF
	Year End Balance Forwards

	010-999
	Accounting Department Journal Entries
	ONL
	Accounting Department Journal Entries


**Peoplesoft navigation: Main Menu/Chapman Customizations/Reports/Finance/GL Transaction Details

Workflow
Workflow is the approval process in Peoplesoft and Concur which is driven by dollar amounts and supervisor/management approval.  Detailed workflow approver listing by division is available on the Peoplesoft report PO Approval Assignment.  

Vendor/Suppliers
A person or company paid for goods and services.  Vendors/Suppliers are setup in Peoplesoft with a unique vendor identification number with relevant payment information and tax information – name, address, phone, tax identification numbers

Requisition
	Peoplesoft document created by the end-user to request a purchase order

Purchase Order
	An official document created by the information from a requisition and issued to the seller.    

Voucher
Peoplesoft document entered into Accounts Payable used to process payment to vendors.  The source can be a vendor invoice or a request from the end user requesting payment on a Non-PO Payment Request form or Payment Request. 

Non-PO Payment Request
	A manual pdf form created by the end-user to request payment to a vendor/supplier.

Payment Request
	Online version of the Non-PO Payment Request form
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