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CFS Web Financials

The CFS Web Financials offer an alternate viewaafrybudget balances as presented in
the CFS Funds Available Inquiry. The Web Finarcialactually a view that is created
from CFS data; the information presented in a ddfe way, but the detail and amounts
are the same as those found in CFS. This CFS areb dombines information from:
CFS General Ledger; CFS Purchasing; and CFS Acbhatyable systems, so you can
easily navigate to get the detail of specific bakspresented.

Additionally, the Web Financials reporting tool alscludes translation of the Legacy
FRS system account values to CFS segment values.

You need to have a uniqgue CFS Username and Passtworaccess this
information. For this, you should contact your dasAgent.

You also need an internet Browser, such as Netsoajpgernet Explorer.

There are several ways to access CFS Web Financials

Copy and paste the following url into your web bsew

From the Maricopa Community Colleges Home Pagecs&IMPLOYEES >
BUSINESS SERVICES > CFS Web Financials

From the District Office Home Page, select INFORMA@N
TECHNOLOGIES > Business & Financial Systems > Qgl&inancial
Systems > Applications & Downloads > Web Financials
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Maricopa District Office Homepage

4

There are several ways to access the CFS Web kafsanc

! "#
1. Web Financials If you don’t have Web Financials bookmarked, yon ca
Link access it through the District Office homepage.
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Login Screen
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2. User Name Enter your CFS User Name.
3. Password Enter your CFS Password

B Note: You must get this user name and password four college Fiscal
Agent. It is the same user name and passwordtassertess CFS.

4. Click the[lsEg] button
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Web Financials -Hot List

The Hot List page is optional. You can run rep@msn the Hot List page or go directly
to a summary report by clicking either the AccoBiadances Report or Project to Date
tab at the top of the page. Following are instams on how to create Hot List items
from this page:

! "4

5. Click the|\&WAIEH1E0Y button

>
>
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6. Fund, Unit, Enter any valid combination of values in the ac¢oun
Charge Center, segment fields. See section®earch Featurebelow
Grant, Project

7. Description Enter a description up to 25 characters in length
8. Click the[ojfag button

>

! "#
9. Click the[=sll] buttonto change or delete a Hot List item

Search Feature: This updated version of the Web Financials incluadesearch option
on the segment value fields (Fund, Unit, Charget&€ei®bject, Grant and Project). To
use the feature, click on the search buttoto the right of the segment value field.

When searching on an account segmenty the first 15 results will be returned
Narrow your search criteria to find the value yaed. Use the % sign as a wildcard.
Multiple wildcards can be used as well as combomatiof numbers and letters to narrow
the search criteria.
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Using the Hot List

<
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10.Fiscal Year Use the drop down list to select a different fisgedr
(defaults to the current fiscal year)

11.Period Use the drop down list to select the report Pefasdaults to
the current month)

12.Click thegy@ii®] or iA@¥®] button next to the Hot List item to run the regdoyt
fiscal year to date or project year to date, respely. An asterisk (*) indicates
the type of report that is normally run for the Ewgelected.

B~ Note: You can sort the Hot List items by clickitig column heading of the
field you wish to sort by.
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Web Financials -Account Balances Report
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13.Fiscal Year Use the drop down list to select the fiscal year
14.Period Use the drop down list to select the Period
15.Fund, Unit, Enter any valid combination of values in the aceaaagment

Charge Center, fields; no field can be left blank so enter a ¥nsag a wildcard

Grant, Project as needed. Note: When tabbing through the acsalettion
fields, tab twice to get to the next field. Onbk takes you to the
Search button.

16. Click the[€J8 button to run the report

B~ Note: If you use the % as a wildcard in your actcselection, a separate report
will be generated for each valid combination of &unUnit — Charge-Center — Grant —
Project that has had any activity, even if the enfrbalances are zero

B~ Note: Use th@eleRtelglelilNi button to include the account segment combination
on the Hotlist page

BE~ Note: Use th(fERadaoty button to clear the selected account segment
combinations
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17.0bject Group
18. Object

19. Sub Object

20.Object
Description

21.Original Budget

22.Operating
Budget

23.Period to Date
24 .Year to Date
25.0pen Commits

26.Balance
Available

Last Saved On: 7/26/2006
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Displays the major category of revenues or budgp#iese items

Displays the Object code (e.g. expense type) aracolar budget
line item.

Displays the sub-object of a budget item.
Displays the description of the budget item (reveeauexpense)

Displays the Original Budget (this is frozen asloly ™)

Displays the current (revised) budget for a paldicexpense
code.

Displays the amounts expended this month.
Displays the amounts expended this year.

Displays the amounts of encumbered transactiomsdimg
Requisitions, Purchase Orders, and other encumésanc

Displays the budget balance available for the iliew.
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Links on CFS Web Financials

If you run the cursor over the lighter colored amtsulisplayed on the Account Balances
Report, you'll notice that the font changes to utided red. These amounts have “links”

that allow you to “drill down” to detailed informah about the balance amount selected.
Following are samples of the detail provided when glick on a balance in the various

amount columns of the report.

/
Fiscal Year To Dat®&udget Transactions

This page is returned if you click on an amounthieOperating Budgetolumn.

Budget Transactions: Includes theBEGINNING BUDGET entry that posts the line item
budget to théperating Budget Budget transfer journal entry transactions shownies
transferred in and out of your account and arer¢dsonOperating Budgetiffers from
theOriginal Budgetamount.

Notice that in this screen, you cannot see botessaf the journal transaction. You can
only see the side that affects your account. Bdose¢h sides of a journal transaction, you
need to write down the entire Batch Name, and rekethe details of this JE in the
Account Inquiry form in the CFS system.

To return to the Account Balances Report, click the button at the top of
the page.
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Fiscal Year To Date Expenditure Transactions

This page is returned if you click on an amournthieYear To Datecolumn.

Year to Date Expenditures: the detail of all the monies spent for the enfiseal year
through the Period selected. Purchase detail deslithe vendor, requisition number,
purchase order number, invoice number, item des@mnipand amount paid. Adjusting
journal entry (JE) detail includes the CFS Batchmida Source (under Req Num),
Category (under PO Num), and the JE Line Descnptio

To return to the Account Balances Report, click the button at the top of
the page.
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Open Commitment Transactions

This page is returned if you click on an amourth@Open Commitmentsolumn.

Open Commitment Transactions: the detail of any open purchase orders (POs) or
requisitions (Reqgs) that have a line item chargedtlie selected account code
combination. Detail includes the vendor name, Regmber, PO number, item
description, and amount. Manual encumbrance enéigo appear on this page and are
reported for the selected fiscal year only.

To return to the Account Balances Report, click the

the page.

These reports may be printed by clicking the (Print) button in the toolbar.
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Web Financials -Project to Date
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27.Fiscal Year Use the drop down list to select the fiscal year
28. Period Use the drop down list to select the Period
29.Fund, Unit, Enter any valid combination of values in the aceaaagment

Charge Center, fields; no field can be left blank so enter a ¥nsag a wildcard
Grant, Project as needed

30. Click the[els button to run the report

B Note: If you use the % as a wildcard in your agtcselection, a separate report
will be generated for each valid combination of &unUnit — Charge-Center — Grant —
Project that has had any activity, even if the enfrbalances are zero

EE= Note: Use thSBERIEIIET button to include the account segment combination
on the Hotlist page

EE~ Note: Use thFERadaotl button to clear the selected account segment
combinations

The resulting report is a summary by revenue arpkmrse category for the selected
account code combinati@mince the charge center was put into use.
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31.Object Group
32.Object

33.Sub Object
34.0bject Desc

35. Operating
Budget

36.Period To Date
37.Year To Date
38.Project To Date

39.0pen
Commitments

40.Balance
Available

"#

Displays the major category of revenues or budgp#iese items

Displays the Object code (e.g. expense type) @racolar budget
line item.

Displays the sub-object of a budget item.
Displays the description of the budget item (reveeauexpense)

Displays the combined total revised budget fofiatlal years up
to and including the selected fiscal year.

Displays the amounts expended in the selected month
Displays the amounts expended in the selected fyeeat.

Displays the amounts expended since the chargerogas
established.

Displays the amounts of encumbered transactiomsdimg
Requisitions, Purchase Orders, and other encumésanc

Displays the budget balance available for the iliew.

Links on CFS Web Financials

Links to drill down information are available oretRroject To Date reports as previously
described in the Account Balances Reports sectionea The only difference is that the
drill down will include detail for all of the fis¢aears that the charge center has been in

use.
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FRS —FRS To CFS Translation
Follow procedures 1-4 to log into the CFS Web Faias reporting tool.

<
<

! "#
5. Click the[gaE tab at the top of the page.
6. Account Enter a Legacy account number — this field perttorthe

first 5-digits of the legacy account representimg t
department. Note that Search options are availdbse the
% as a wildcard.

7. Unit Enter a Legacy unit number — 1-digit

8. Object Enter a Legacy object code — for revenue and expendes,
begin with “S”; for asset/liability codes, beginti‘G”.
Ex: Supplies expense object would be entered a8B41

9. Click thel€ls button.

B
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10. Click on anggSYRLEIRYFAell]; value to drill down to detailed CFS segment
value information.

<

<

! "#

11.Click the button to return to thERS To CFS
Translationpage

12.Click onthe  button to add the code combination to your Hot.Lis

End of procedure
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