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General Overview

 Introduction
 Year-End Close Memo & Tasks
 Year-End Close Processes
 Understanding Processing Deadlines
 Preparing for Year-End Close Activities
 Announcements



FY 2022 Year-End Close Guidelines
https://adminfin.fullerton.edu/finance/
https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php

Memo issued by: Alexander Porter
VP for Administration & Finance/CFO

https://adminfin.fullerton.edu/

https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php
https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php
https://adminfin.fullerton.edu/


Payroll Services
HUMAN RESOURCES, DIVERSITY AND INCLUSION



Friday, May 19, 2023 at 5:00 pm:

For time period prior to Friday, May 19, 2023
 all payroll-related pay
 payroll adjustments
 payroll changes
 special consultant pay
 hire forms



Payroll Forms

Payroll forms have 
moved to AEM 
forms located via 
the Titan Online 
Portal page.



Accounting Services & 
Financial Reporting 
(ASFR)
FINANCIAL SERVICES



ASFR
 Year-End Close Overview (Legal/FIRMS/GAAP)

 Billing Requests

 Reimbursement / Deposits to University

 Expenditure Transfers, Non-Payroll

 Managing Funds



FY 2022 (06/30/2023)

Campus Reporting:
FLCMP (Legal close) - modified accrual
 Year-End Reports using campus chartfields
 OBIEE Reports finalized after submitting Year-End Reports to the 

Chancellor’s Office by July 15th

FLCSU (FIRMS close) - modified accrual
Year-End Reports using Chancellor’s Office FIRMS Object Codes, CSU 

Funds and NACUBO Program Codes
Year-End Reports due to Chancellor’s Office by July 15th

Year-End Reports due to State Controller’s Office by July 31st

FLGAP (GAAP close) - full accrual
 External Audit field work begins 2nd week of August
 Consolidated CSU Financial Statements issued around October 15th*



FY 2022 (06/30/2022)

GAAP Close: ASFR received invoices for $3.8M pertaining to FY 2021 that 
were not included in Legal close (not in OBIEE)

IMPORTANT: Submit all transactions for current fiscal year ASAP



GOAL = Revenues & Expenses MUST be recorded in the 
correct Fiscal Year in which they occur

Note: Account 690002 (Prior Year 
Expenditure Adj) should only be used for 
correction of errors discovered AFTER a 
fiscal year has been closed.   Expenses 
should never be purposely deferred to 
a subsequent fiscal year in order to 
record as a "prior year adjustment".



Month & Year-End Close
https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php

 Month-End Close
• CFS Open Periods

 Month & Year-End Schedules

 US Bank Download (PCD)

https://adminfin.fullerton.edu/finance/asfr/services/MonthEndClose.php


ASFR Forms

https://adminfin.fullerton.edu/finance/asfr/forms/

https://adminfin.fullerton.edu/finance/asfr/forms/


Billing 
Requests

Deadline:

Friday, June 30, 2023
at 5:00 pm

https://adminfin.fullerton.edu/finance/asfr/services/
InvoiceBilling.php

https://adminfin.fullerton.edu/finance/asfr/services/InvoiceBilling.php


Deposit or 
Reimbursement 
to University 
Account

Deadline:

Friday, June 30, 2023
at 12:00 pm



Procurement 
Card 
Reimbursement 
(PCD) Only 
Form

Deadline:

Friday, June 30, 2023
at 12:00 pm

 Defaults:
 CASHNet Item Code S7050
 Account 660898 – Unauthorized PCD 

Purchase (account 660898 must have $0 
balance at 06/30)

 Fund and Department MUST be provided



Expenditure 
Transfer 
Request 
(ETR), Non-
Payroll

Deadline:

Monday, July 3, 2023 
at 5:00 pm

ASFR launched the ETR web application 
on December 15th 2021; ETR app 
replaced the process of using Excel with 
macros. 

All ETR requests using the Excel file with 
macros are NO LONGER ACCEPTED 
after December 31st, 2021.



Expenditure 
Transfer 
Request 
(ETR), Non-
Payroll

Deadline:

Monday, July 3, 2023 
at 5:00 pm

ETR Link: https://afapps.fullerton.edu/ETR/Login.aspx

https://adminfin.fullerton.edu/finance/asfr/services/ETR.php

 Approval workflow
 Email notifications
 Online tracking of ETR (REQ) status
 Eliminates printing of ETR forms
 No more lost inter-office mail
 ETR Online Courses (training videos 

via Employee Training Center)
 ETR User Online Training
 ETR Approver Online 

Training
 Step by step Instructional Manuals

 ETR User Guides
 ETR Approver Guides

https://afapps.fullerton.edu/ETR/Login.aspx
https://adminfin.fullerton.edu/finance/asfr/services/ETR.php


Managing Funds
Things to Consider:

 Fund source

 Funding restrictions (appropriate usage)

 Department restrictions

 Fund balance (BBA)

 Matching revenues earned to expenses in the same Fiscal Year



Contracts & 
Procurement
ADMINISTRATION AND FINANCE



Contracts and Procurement

 Purchase Requisitions

 Change Orders

 Staples

 Procurement Card



Purchase Requisitions for FY 2022
FY 2022 purchase requisitions $100,000 and 
above (which require formal bidding)
Deadline: Friday, April 7, 2023 at 5:00 pm

FY 2022 purchase requisitions less than $100,000 
and all change orders
Deadline: Friday, May 12, 2023 at 5:00 pm

Reminder:
All attached quotes must be less than 30 days old.



Purchase Requisitions for FY 2023 
(New Year)

FY 2023 purchase requisitions can be 
entered in CFS
Start Date: Monday, May 15, 2023

New year purchase requisitions:
 will remain on hold until all current 

year (FY 2022) requisitions are 
processed

 entries prior to this date will be 
cancelled by Contracts & 
Procurement



Change Orders
https://adminfin.fullerton.edu/cp/documents/policies/Update%20to%20th
e%20CSUF%20Change%20Order%20Process.pdf

Deadline: Friday, May 12, 2023 at 5:00 pm

Update to the C&P Change Order Process:
All Change Order requests for funding increases must be 
submitted using the CFS Requisition process.

https://adminfin.fullerton.edu/cp/documents/policies/Update%20to%20the%20CSUF%20Change%20Order%20Process.pdf


Purchase Requisition 
Fiscal Year Transition

FY 2022 (Current)
From now through May 12, 2023

FY 2023 (New Year)
From May 15, 2023 going forward

May 2023



Reminders

• End users should review all open PO balances to identify what 
POs should be closed / liquidated.

• Commodity POs that have been fully received yet have a balance 
after final invoice should be scheduled to be closed.

• Service POs of which all services have been rendered and 
deemed acceptable yet have a balance after final invoice should 
be scheduled to be closed.

• End users are encouraged to contact C&P via Contracts & 
Procurement Inquiry Form (C&P Inquiry Form) to schedule a 
specific PO closure.

https://app.smartsheet.com/b/form/af91b1177f7f472e9e05ec9e544f68b0


Reminders
Note: Please include the following information on the inquiry form 
comment section “PO Closure Request”

• Purchase Order Number
• Vendor / Service Provider Name
• Remaining Balance requiring closure / liquidation

If there are additional questions or clarifications, please contact C&P via 
Contracts & Procurement Inquiry Form
(C&P Inquiry Form)

https://app.smartsheet.com/b/form/af91b1177f7f472e9e05ec9e544f68b0


Staples
Thursday, June 22, 2023 at 5:00 pm: Last day to order from Staples to 

post in FY 2022

Goods that are shipped after Friday, June 23, 2023 will be expensed in 
FY 2023



Procurement Card (PCD)
Access Online (Non-Concur)
Thursday, June 22, 2023 at 5:00 pm: Last day to purchase with P-Card 
to post in FY 2022

Thursday, June 22, 2023 at 3:00 pm: Reconcile June 2023 Billing 
Cycle (ending 06/26/2023)

The default account for P-Card transactions has been changed in 
Access Online to 660999, “Unreconciled P-Card Expense”. 

Transactions posted to 660999 (Unreconciled P-Card Expense) MUST 
be corrected by Monday, July 5, 2023 at 12:00 pm.

Important: Account 660999 must be zeroed out at year-end (except for 
fraudulent charges)



Procurement Card (PCD) for 
Goods & Services (Concur)
Friday, June 30, 2023 at 5:00 pm:

All expense reports for Goods & Services must be in Approved and 
In Travel or C&P Review status for State P-Card



Procurement Card (PCD)
Concur
The Business Purpose field is to be used for notes  or 
comments that you want loaded into OBIEE.



PCD June 2023 Billing Cycle
(05/26/2023 – 06/25/2023 ?) and 
Accrual Process for Year-End
 Both May 2023 (ending 05/25/2023) and June 2023 (ending 06/26/2023) 

transactions will be posted in Period 12 (JUN 2023) 

 No accrual entry will be posted for transactions that occurred between 
06/27/2023 and 06/30/2023 for all Concur users

 Concur Expense Reports that are not yet posted in OBIEE (Status <> 
Approved) will be accrued with a date of 06/30/2023; on 07/31/2023, reversal 
entry will be posted
 Accrual entry dated 06/30/2023 will not post to 660997 (Concur Not 

Approved Trans); Account 660997 should have $0.00 balance at 06/30
 Actual chart fields (account, fund, department, program, class & project) 

will be used



Receipt of Goods
https://facilities.fullerton.edu/services/

Friday, June 30, 2023 at 4:00 pm: Departments are reminded that 
all orders are to be delivered to Central Receiving.  However, should 
an order be delivered directly to your department, Receiving must be 
notified immediately.  Send an e-mail to Anthony Sinopoli in Receiving 
so the receipt can be appropriately recorded in CFS.  Also please e-mail 
Contracts & Procurement if goods are to be returned to the vendor (i.e., 
incorrect/defective merchandise). The deadline to notify Receiving is 
4:00 PM.

https://facilities.fullerton.edu/services/


Accounts Payable and 
Travel
FINANCIAL SERVICES



Accounts Payable and Travel
 Petty Cash

 Direct Expense

 Invoices

 Travel Request

 Travel Expense Claims



AP & Travel 
Forms

https://adminfin.fullerton.edu/finance/ap_travel
/forms/

https://adminfin.fullerton.edu/finance/ap_travel/forms/


E-Submission: 
Invoices, 
Check 
Request 
Forms and 
Inquiries

https://adminfin.fullerton.edu/finance/ap_travel
/services/payments/ESubmit.php

Invoice and check request submission 
updated. Invoices and check requests are 
now routed directly to analysts for processing. 
Please access E-Submission page for more 
information.

Effective March 1, 2023, invoices, Check 
Request forms and inquiries sent to DL-AP 
(ap@fullerton.edu) will not be processed.

https://adminfin.fullerton.edu/finance/ap_travel/services/payments/ESubmit.php
mailto:ap@fullerton.edu


Petty Cash

Reminder:

Petty Cash Disbursement Voucher MUST be approved by AP 
prior to submitting to Cashier’s Office. Contact Cashier’s Office 
for an appointment at cashiers@fullerton.edu.

AP Deadline:

Tuesday, June 27, 2023
at 5:00 pm

Cashier’s Office Deadline:

Friday, June 30, 2023
at 12:00 pm

Cashier’s Office In-Person Hours:

Regular Hours:
Tuesday 10 am to 2 pm

For Year-End Close Only:
June 27 (TUE) 10 am to 2 pm
June 28 (WED) 10 am to 2 pm
June 29 (THU) 10 am to 2 pm
June 30 (FRI) 8 am to 12 pm

mailto:cashiers@fullerton.edu


Direct 
Expense

Online Form for Data Entry:

Check Request Form (PDF):Deadline:

Friday, May 26, 2023
at 5:00 pm

Reminders:
 Invoice
 Membership 

Justification form
 Receipts and/or 

supporting 
documentation

 Submit through 
Electronic 
Submission

https://adminfin.fullerton.edu/fi
nance/ap_travel/services/pay
ments/ESubmit.php

https://adminfin.fullerton.edu/finance/ap_travel/services/payments/ESubmit.php


Invoices

Invoice (final payment) Sample:

Deadline:

Friday, May 26, 2023
at 5:00 pm

Reminder:

If the invoice is a final 
payment, indicate as such 
to finalize the purchase 
order

Tips:

 Purchase order is noted 
on the invoice

 Make sure invoice is 
signed by an authorized 
approver for your 
Department

 For Individual Contractor, 
make sure the invoice  
includes both signatures 
Payee and Department 
authorized approver 

 Submit through 
Electronic Submission 

https://adminfin.fullerton.edu/finan
ce/ap_travel/services/payments/E
Submit.php

https://adminfin.fullerton.edu/finance/ap_travel/services/payments/ESubmit.php


Paper Travel Request & 
Paper Travel Claim
 Paper forms are for Student Business Travel Only

 All employee travel forms MUST be processed through 
Concur

 Employees with open Paper Travel Request MUST 
submit an Expense Report through Concur as of 
December 27, 2022



Paper Travel 
Request Form 

Deadline:

Thursday, June 1, 2023
at 5:00 pm

Important Dates:

- Thursday, March 30, 
2023: A list of open travel 
requests will be provided 
to the Division Financial 
Manager for review & 
follow-up

- Thursday, June 1, 2023: 
Submit approved travel 
requests for Student 
Business Travel (for June 
1 – June 30, 2023) with 
the appropriate 
documentation to Travel 
Operations for review.

- July 2023: Travel 
Operations will start 
assigning Travel Request 
numbers (TR23)  for FY 
2023 Travel.



Travel 
Expense 
Claims 

Deadline:

Travel Expense Claims
Friday, May 26, 2023
at 5:00 pm

Reminder:

For travel completed after 
June 30, 2023

 Continue to submit so 
that expenses can be 
obligated in CFS

 Forms submitted by the 
deadline may receive 
reimbursement on the 
last check run of June 9, 
2023

 Submit within 5 days 
upon completion of trip

For travel completed 
between June 1 and June 
30, 2023
 Reimbursement after 1st

check run in FY 2023



Concur 
Expense 
Reports

 Must have status of “Approved and in Travel 
or C&P Review” for travel completed by 
June 30, 2023

Deadline:

Friday, June 30, 2023
at 5:00 pm

Reminder:  

After June 30, 2023

Continue to submit Concur 
expense reports with 
receipts/supporting 
documentation for State 
Travel within five (5) 
business days upon 
completion of trip so 
expense reports with a 
status of “Approved and in 
Travel or C&P Review” can 
be obligated in CFS.



Concur Travel Requests

Reminder: After the traveler’s final expense report has been approved and 
processed by Travel Operations, the Travel Request should be closed/inactivated.



Concur Information
 If users need technical support with Concur, please contact Concur Support 

for assistance.
Phone: (866) 793-4040
Email: concur@fullerton.edu

 Concur Resources page provides additional assistance, such as training, 
step-by-step guides and Open Lab sessions (a half hour 1:1 appointment with 
a member of the Concur Support Team for assistance with travel requests 
and/or expense reports in real time).

https://adminfin.fullerton.edu/travel/resources/

 Users can check the approval process status of their travel request/expense 
report with this guide:

https://csuf-afit.screenstepslive.com/m/75002/l/1305984-approval-status-check

mailto:concur@fullerton.edu
https://adminfin.fullerton.edu/travel/resources/
https://csuf-afit.screenstepslive.com/m/75002/l/1305984-approval-status-check


Resource Planning and 
Budget
ADMINISTRATION AND FINANCE



Resource Planning and Budget

 Budget Transfers

 Payroll Expense Transfers

 FY 2023 Baseline Budget



Budget 
Transfers

http://resourceplanning.fullerton.edu/forms/
Default.php

Deadline:  
Wednesday, 
June 07, 2023 
at 12:00 pm

http://resourceplanning.fullerton.edu/forms/Default.php


Budget Transfer Overview



Payroll 
Expense 
Transfers (PET)

http://resourceplanning.fullerton.edu/forms/
Default.php

Deadline: 
Friday, 
June 2, 2023
at 5:00 pm

http://resourceplanning.fullerton.edu/forms/Default.php


FY 2023 Baseline Budget

Divisional Financial Managers can expect to see their 
respective FY 2023 Baseline Budgets as of year end June 
30, 2023 loaded into CFS and OBIEE by July 31, 2023.

Any changes may be submitted on a Budget Transfer 
Request (BTR) for processing in August 2023.



Preparing for Year-End Close 
Activities
 Plan early
 Watch out for deadlines (PLEASE DO NOT wait until the last 

minute!!!)
 Spread the word
 Visit the ASFR website frequently 

https://adminfin.fullerton.edu/finance/asfr/
 Review and update Delegation of Authority
 Submit approved forms via email with appropriate back-up 

documentation

https://adminfin.fullerton.edu/finance/asfr/


Preparing for Year-End Close 
Activities
 Review Revenue/Expense Report (record accruals, if needed)
 Review BBA in THEXT- fund is used for external deposits (usually 

for PCD reimbursements; might need to submit ETR to offset 
revenue in THEXT against expense in THEFD)

 Review BBA (Budget Balance Available) for funds such as 
SWxxx, THEXT, THELS, THEOC, SSFGF, TADxx, etc.



Preparing for Year-End Close 
Activities
 Submit travel expenses in Concur
 Approve travel expenses in Concur
 Reconcile PCD in Concur
 Submit Federal work study adjustments by Monday, July 3, 2023
 Deposit all checks at the Cashier’s Office especially the ones 

issued by ASI, ASC or CSFPF



Year-End Close Contacts





Announcements
Cash Posting Order (CPO) Name Change -> Interagency Financial Transaction (IFT)

The Chancellor’s Office anticipates the change 
from CPO to IFT to occur at the end of March 
2022. 

Email notification will come from a different 
email address.



Announcements
ChartField Request Form 

Automation Project

 Accounting Services & Financial 
Reporting (ASFR)
o Account
o Fund
o Program
o Project

 Resource Planning & Budget
o Department
o Class

 Administrative Systems (AFIT)



Announcements
Accounting Updates Email Subscription

https://adminfin.fullerton.edu/finance/asfr/

https://adminfin.fullerton.edu/finance/asfr/


Announcements
Accounts Payable Updates Email Subscription
https://adminfin.fullerton.edu/finance/ap_travel/

https://adminfin.fullerton.edu/finance/ap_travel/


Resources
https://adminfin.fullerton.edu/finance/

https://adminfin.fullerton.edu/finance/asfr/

https://adminfin.fullerton.edu/finance/ap_travel/

https://adminfin.fullerton.edu/cp/

https://resourceplanning.fullerton.edu/

https://hr.fullerton.edu/payroll/

https://adminfin.fullerton.edu/finance/
https://adminfin.fullerton.edu/finance/asfr/
https://adminfin.fullerton.edu/finance/ap_travel/
https://adminfin.fullerton.edu/cp/
https://resourceplanning.fullerton.edu/
https://hr.fullerton.edu/payroll/
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