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Icon Legend

This Icon Demarks the specific steps necessary to complete a given task.

This Icon demarks important information and concepts.

This Icon demarks side notes.

Ir

My Business Services was created in collaboration with the College Business Services Department and
the Technical Support Services Department at Chandler-Gilbert Community College. Implementation -
Spring 2009.

Copyright - December 2008
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My Business Services

Getting Started

Chandler-Gilbert Community College

System Requirements

My Business Services requires the following:

Offsite Use

Platforms
Windows or Mac PC, Windows preferred
Browsers
Preferred
Internet Explorer
Safari
Compatible
Fire fox
Netscape
Opera

VPN necessary when accessing outside of the CGCC network.

How to Login to My Business Services

other than CGCC.

Navigate to My Business Services using a CGCC computer. No
authentication is necessary. A VPN connection is required
when users want to access My Business Services from a location

{2 BMC Remedy Mid Tier, 7.1 - TS5 Remedy Applications Login - Windows Internet Explorer

1. Open Internet Explorer and navigate to the following URL:
www.cgc.maricopa.edu/mybusinessservices

2. If prompted, login with the same username and password
that allows access to any computer on the CGCC campus.

Although this image States this is a TSS Authentication page
this is the login page for My Business Services.

|2

fle Edt Wiew Favorites Tools Help & - @snaon B

@\; )~ el cqc.maric i cgealv] G |[4][%] |

= r — - »
w ‘@BMC Remedy Mid Tier 7.1 - T55 Remedy Applications ... [ 1 3 - B - &= - [Eheage v G Todk -

& CuaNDLER-GILBERT

Search: | ‘ | Quick Links

¥ A-ZIndex noveroer 25,200

~

Zu CoMMuniTy COLLEGE

TSS Applications Login

User Name ]
]

Password

Log in with your CGCC network username and password to Remedy Applications.

|

J Trusted stes # 100%

Save this login page
as a favorite for easy
access in the future.
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After logging into My Business Services the main navigation screen will appear. This is the main menu
for the My Business Services application. Sub-menu options can be revealed by clicking on the menu on
the left. Menu options and sub-options are below:

e REQUEST - This is the generic term for any tasks that can be asked of College Business Services
through My Business Services.
o Budget —This is a category name that is used to hold requests that have to do with changing
funds in accounts.
=  Transfer
® Budget Transfer — The successful completion of this request has the effect of transferring
funds from one account to another or internal to the same account.
®  Payroll Transfer — The successful completion of this request has the effect of transferring
payroll funds from one account to another or internal to the same account.
= Journal
e Journal Transfer — The successful completion of this request has the effect of transferring
funds between different units.
® Reclassification of Expense — The successful completion of this request has the effect of
moving the expense created from previous procurement to a different account or object
code line.
= Reallocate Funds — The successful completion of this request has the effect of making a
budget transfer permanent in the subsequent fiscal year.

o Accounts — This is a category name for all requests that involve the maintenance of financial
accounts

=  New Financial Account — The successful completion of this request has the effect of creating
a new account in College Financial System (CFS) (please refer to CFS in the Glossary for more
information)

=  Open Object Code — The successful completion of this request has the effect of making an
object code available in a preexisting financial account (please refer to Object Code in the
Glossary for more information)

o Procurement — This is a category name for all requests that involve the various procurement
processes
=  Final Close PO — The successful completion of this request has the effect of final closing a
purchase order.

o Other —This is a category name for all requests that are not currently accommodated in My
Business Services.
= Other Requests — The successful completion of this request has the effect of notifying the
appropriate College Business Services Agent of an “other” request. Additional detail can be
provided
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My Business Services

Chandler-Gilbert Community College

e VIEW —This is a category name for the area in My Business Services where users can track their

requests of College Business Services

= My Open Requests — This view contains all submitted requests in process.

= My Recent Requests — This view contains all requests submitted within the last 30 days and

the respective request status.

o Reports

= Transfer Report — This report provides information on all transfers within a specific account

and date range.

e  LOGOUT — Upon click this will break authentication with the My Business Services application.

My Business Services Main Screen

A. Requests Main Menu — Contains
submenus that categorize request
forms

B. Form links — Clicking on these
launches their respective forms.

C. View Menu — Contains views for
open requests and recent requests

D. Reports Menu — contains
customizable reports such as
transfer reports

/= CBS: Console (Search) - Window:

Flle Edit  View

@.\;_—“}. - |@ http:firemedy. cgo.maric
* EES? [@ CBS: Console (Search)

(I
* Budget
<B:

Favorites Tools

Tranzfer Funds
Reallocate Funds

= Accounts

Mew Financial Account
Open Object Code

* Procurement

Final Cloze PO
= Other

Other Requests

(c A

My Open Requests

My Recent Requests

D » Reports

These menus can be
expanded and/or
collapsed as needed
by clicking the ™ to
the left of each menu
heading.
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My Business Services

Making a Request

Chandler-Gilbert Community College

How to Request a Budget Transfer
* There are two parts to this request:

@)

The header information which contains the Purpose and Total Transfer S Amount.

o The transfer lines which contain the Amount To and From Accounts.
If it is necessary to transfer funds between three or more accounts, more than one line will be
necessary. For more information on what a budget transfer is please check the Glossary on page 34.

i

Opening the Budget Transfer Form

1. Click Requests to show the sub-menus.
2. Click the Budget sub-menu.

3. Click the Transfer sub-menu.

4. Click Transfer Funds.

Inputting Transfer Information
1. Type in the purpose of the transfer in the Purpose field

Purpose
|F'ett_l,J Cazh for Chill & Grill Event =

2. Input the total amount of all lines of the transfer in the
Total transfer Amount field
Total Transfer Amount

| 300.00

Inputting Transfer Line Information
1. For the account from which the funds are being
transferred, input the fund, unit and charge center with a
dash (-) separating each.
Account
From: [110-450-161190

2. Presstab to navigate to the From object code field and
input the desired object code.

Object Code

54100

3. Presstab two times to tab through the sub-object code
field unless a capital object code is selected.
4. If a capital code is needed (Capital codes start with 57XXX

or 58XXX) input the desired sub-object code and press tab.

5. Press tab to navigate to the To Account field.

Tor |110-450-151450

6. For the account to which the funds are being transferred
input the fund, unit and charge center with a dash (-)
separating each.

Clicking the = will
expand the field to
show all text in the
field.

If the desired account
number is unknown,
type either the name
of the account or the
responsible party
(Account Agent) for
the account in the
account field and hit
enter for a list of
matching accounts.

This form will confine
requests to accounts
within Chandler-
Gilbert Community
College’s Chart of
Accounts

Lines can be deleted
by selecting the
desired line and
clicking the Delete
button

Lines can be edited by
double clicking the
desired line, editing
the information and
clicking the Add
button
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7. Presstab to navigate to the To object code field and input
the desired object code.

Object Code

54100

8. Press tab two times to tab through the sub-object code
field unless a capital object code is selected or repeat step
4 if sub-object code is needed

9. Presstab once more and type in the amount to be
transferred. If this amount is greater than the amount
entered in the Total Transfer Amount field the request will
error upon clicking the submit button. These amounts will
need to be changed to the same amount before
submitting the request.

Arnount

| 100

10. Click the Add button
Add |

It is possible to enter requests to and from multiple accounts.
The request will, however, error if the sum of all lines is not
the same as the amount in the Total transfer Amount Field

{HHHHH]

Completing and Submitting the Request Clicking the cancel
1. Type any notes that the form does not accommodate. | button will close the
Notes window without
Please process thiz asap as event is next week | ﬂ Submlttlng the
request for approval.

2. Click the Submit Button to submit the request and close
the form.

Subrmit

® After submitting the request
o an email confirming submission is sent to the requestor.
o an email soliciting approval is sent to the Account Agent.
o aninformational email is sent to the Appropriate VP if the amount is over $1,000.00.

e After Approval
o Therequest is added to the work list for College Business Services action.

After College Business Services completes the request a confirmation is sent via email notification to
the requestor.
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My Business Services

Chandler-Gilbert Community College

How to Request a Payroll Transfer
e There are two parts to this request:

@)

The header information which contains the Purpose and Total Transfer S Amount.

o The transfer Lines which contain the Amount To and From Accounts.
If it is necessary to transfer funds between three or more accounts more than one line will be necessary.
For more information on this request please check the Glossary on page 35.

K

Opening the Payroll Transfer Form

1. Click Requests to show the sub-menus.
2. Click the Budget sub-menu.

3. Click the Transfer sub-menu.

4. Click Payroll Transfer.

Inputting Payroll Transfer Information
1. Type in the purpose of the Payroll Transfer in the Purpose
field.

Purpose

|Highered niew student worker =
2. Input the total amount of all lines of the transfer in the
Total Transfer Amount field
Total Transfer Amount
2000

Inputting Transfer Line Information
1. For the account from which the funds are being
transferred input the fund, unit, and charge center with a
dash (-) separating each.
Account
From: [110-450-1671460]

2. Presstab to navigate to the From object code field and

input the desired object code.
Object Code

54100

3. Press tab two times to tab through the sub-object code
field unless a capital object code is selected.
4. Press tab to navigate to the To Account field.

To: [110-450-161480

5. For the account to which the funds are being transferred

input the fund, unit and charge center with a dash (-)
separating each.

6. Press tab to navigate to the To object code field and input
the desired object code.

51316

7. Press tab two times to tab through the sub-object code
field unless a capital object code is selected.

Clicking the = will
expand the field to
show all text in the
field.

If the desired account
number is unknown,
type either the name
of the account or the
responsible party
(Account Agent) for
the account in the
account field and hit
enter for a list of
matching accounts.

This form will confine
requests to accounts
within Chandler-
Gilbert Community
College’s Chart of
Accounts

Lines can be deleted
by selecting the
desired line and
clicking the Delete
button

Lines can be edited by
double clicking the
desired line, editing
the information and
clicking the Add
button
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8. Presstab once more and type in the amount to be
transferred. If this amount is greater than the amount
entered in the Total Transfer Amount field the request will
error upon clicking the submit button. These amounts will
need to be changed to the same amount before
submitting the request.

Arnount
3000
9. Click the Add button.
Add

It is possible to enter requests to and from multiple accounts.
The request will, however, error if the sum of all lines is not
the same as the amount in the Total Transfer Amount Field

tHHHS

If the request is to transfer budget to a payroll object code a
dialog will show up notifying that an accompanying benefits
line is required. The fields will populate with suggested
benefits line information. The user can make any changes
necessary and click the add button.

Completing and Submitting the Request Clicking the cancel
1. Type any notes that the form does not accommodate. | button will close the
Notes window without
Please process this azap as employes begins nest week | M Submlttlng the
request for approval.

2. Click the Submit Button to submit the request and close
the form.

Subrmit

® After submitting the request
o an email confirming submission is sent to the requestor.
o an email soliciting approval is sent to the Account Agent.
o aninformational email is sent to the Appropriate VP if the amount is over $1,000.00.

e After Approval
o Therequest is added to the work list for College Business Services action.

After College Business Services completes the request a confirmation is sent via email notification to the

requestor.
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My Business Services

Chandler-Gilbert Community College

How to Request a Journal Transfer
e There are two parts to this request:

@)

The header information which contains the Purpose and Total Transfer S Amount.

o The transfer lines which contain the Amount To and From accounts.
If it is necessary to transfer funds between three or more accounts more than one line will be necessary.
For more information on journal transfers please check the Glossary on page 35.

K

Opening the Journal Form

1. Click Requests to show the sub-menus.
2. Click the Budget sub-menu.

3. Click the Journal sub-menu.

4. Click Journal Transfer.

Inputting Journal Information
1. Type in the purpose of the journal transfer in the Purpose
field

Purpose

|Palticipati0n in district wide leadership retreat, funds for registration fees. =

2. Input the total amount of all lines of the Journal Transfer
in the Total transfer Amount field
Taotal Transfer Amount

300.00

Inputting Journal Transfer Line Information
1. For the account from which the funds are being
transferred input the fund, unit, and charge center with a

dash (-) separating each.
Account

From: |210-450-242260

2. Presstab to navigate to the From object code field and
input the desired object code.

Object Code

54100

3. Press tab two times to tab through the sub-object code
field unless a capital object code is selected.

4. Press tab to navigate to the To Account field.
Tao: Fund Uit ChargeCenter

210 [100 [242260

5. For the account to which the funds are being transferred
input the fund in the fund field, the unit in the unit field,
and the charge center in the Charge Center field.

6. Presstab to navigate to the To object code field and input
the desired object code.

Object Code

54100

Clicking the = will
expand the field to
show all text in the
field.

If the desired From
account number is
unknown, type either
the name of the
account or the
responsible party
(Account Agent) for
the account in the
account field and hit
enter for a list of
matching accounts.

This form will error if
the To account
contains unit 450 or
455 as it is intended
to transfer to units
outside of CGCC
accounts.

Lines can be deleted
by selecting the
desired line and
clicking the Delete
button.

Lines can be edited by
double clicking the
desired line, editing
the information and
clicking the Add
button.
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Chandler-Gilbert Community College

7. Press tab two times to tab through the sub-object code

field unless a capital object code is selected.

8. Press tab once more and type in the amount to be

transferred. If this amount is greater than the amount
entered in the Total Transfer Amount field the request will
error upon clicking the submit button. These amounts will
need to be changed to the same amount before
submitting the request.

Aok

| 300

9. Click the Add button
Add |

It is possible to enter requests to and from multiple accounts.
The request will, however, error if the sum of all lines is not
the same as the amount in the Total Transfer Amount field.

Optional File Attachment Steps

1. Click the Add button in the Attachments field.
Add

2. The add attachments dialog will appear click the Browse
button that corresponds to Attachment 1

&ttachment 1| |[(Browse... |

3. The Choose File dialog will appear. Navigate to the desired
file and click Open.

Chaose file PIX)
Lok | (@} Deskton ~| e EB-
5 |30y Documents = Kevs-php-mysqi543L.pdf
uﬁ | ' My Computer & movie(2).mpg

My Recent MMY Network Places |8 movie(3).mpg
Documents | fg)crs || movie mpg
@ | Choffice 2007 18 crbitDowrloaderSetup.exe
|ES)Project Files E#]Shorteut to Capital List.accdb
Deskior | E=work documents (& shortcut to PidginPortable.exe
121161190 defecit reconcilistion 12-12.xlsx  EEl|Shortcut o Project Acct Anslysis dtm

/2P Daily Log.acedh <] workflow Reports,acedh.
(T JE#1CFS Daily Log_be.acedb Location: B:\My Document
v ‘EEIF Campilation, wmy
| E5Firefox Setup 9.0.5.exe
b | {5 frecorder exe
My Computer | E]Freetrislahe
Bhidowninad.exe
My Netwark  File name I - Open
Places
Files of type: [ Fites () ~| Cancsl

4. Click the OK button

0K |

5. The name of the file should show under the File Name
column heading of the Attachments field.

File HName Max Size Attach Label
Documentation.docs  OKB Attachment 1 =
tittarhrment 2 x
Add | Delete | Diigplay | Dezelect |

Journals require
source documentation
prior to processing. If
electronic, these
documents can be
attached directly into
My Business Services.

Source documents
can also be delivered
inter-campus mail or
faxed to College
Business Services.
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Completing and Submitting the Request Clicking the cancel
—_— 3. Type any notes that the form does not accommodate. | button will close the
| . .
' Notes : window without
r - Please process this asap as event is nest week | ﬂ submitting the
L —— request for approval.

4. Click the Submit Button to submit the request and close
the form.

Subrmit

® After submitting the request

o An email confirming submission is sent to the requestor.

o an email soliciting approval is sent to the Account Agent.

o aninformational email is sent to the Appropriate VP if the amount is over $1,000.00.
e After Approval

o Therequest is added to the work list for College Business Services action.

After College Business Services completes the request a confirmation is sent via email notification to
the requestor.
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Chandler-Gilbert Community College

How to Request a Reclassification of Expense
e There are two parts to this request:

@)

The header information which contains the Purpose and Total Transfer S Amount.

o The transfer lines which contain the Amount To and From Accounts.
If it is necessary to transfer funds between three or more accounts more than one line will be necessary.
For more information on reclassifications of expense please check the Glossary on page 35.

K

Opening the Reclassification of Expense Form
1. Click Requests to show the sub-menus.

2. Click the Budget sub-menu.

3. Click the Journal sub-menu.

4. Click Reclassification of Expense.

Inputting Reclassification of Expense Information
1. Type in the purpose of the Reclassification of Expense in
the Purpose field.

Purpose
|Work done on'w building modular PO361 234 =

2. Input the total amount of all lines of the reclassification of
expense in the Total Transfer Amount field

Tatal Transfer Amaumnt

1000

Inputting Reclassification of Expense Line Information
1. For the account from which the funds are being
reclassified input the fund, unit, and charge center with a

dash (-) separating each.
Account

From: |110-450-151450

2. Press tab to navigate to the From object code field and

input the desired object code.
Object Code

53210

3. Press tab two times to tab through the sub-object code
field unless a capital object code is selected.
4. If a capital code is needed (Capital codes start with 57XXX

or 58XXX) input the desired sub-object code and press tab.

5. Press tab to navigate to the To Account field.
To: |110-450-161190

6. For the account to which the funds are being reclassified

input the fund, unit, and charge center with a dash (-)
separating each.

7. Presstab to navigate to the To object code field and input
the desired object code.

53210

Clicking the = will
expand the field to
show all text in the
field.

If the desired account
number is unknown,
type either the name
of the account or the
responsible party
(Account Agent) for
the account in the
account field and hit
enter for a list of
matching accounts.

If the To Account is
not in the list click the

a to expand
the To Account field
to the fund unit and
charge center fields

Lines can be deleted
by selecting the
desired line and
clicking the Delete
button

Lines can be edited by
double clicking the
desired line, editing
the information and
clicking the Add
button
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Chandler-Gilbert Community College

8.

Press tab two times to tab through the sub-object code
field unless a capital object code is selected.

Press tab once more and type in the $ amount to be
transferred. If this amount is greater than the amount
entered in the Total Transfer Amount field the request will
error upon clicking the submit button. These amounts will
need to be changed to the same amount before
submitting the request.

Aot

1.000.00

10. Click the Add button.

&dd |

It

is possible to enter requests to and from multiple accounts.

The request will, however, error if the sum of all lines is not
the same as the amount in the Total transfer Amount Field

2.

3.

Choose file

My Documents

Optional File Attachment Steps

1. Click the Add button in the Attachments field.
Add

The add attachments dialog will appear click the Browse
button that corresponds to Attachment 1.

&ttachment 1 |

Browse..

The Choose File dialog will appear. Navigate to the desired

file and click Open.
B

Lookin [{& Desktop | cF BE-

T kevs-php-mysqiS43L.pdf

] movie(2).mpg

& movie(3).mpa

&l movie.mpg

5 orbitDowrloadersetup.exe
E)3horteut o Capital List.accdb

R Shortcut to FidginPortable.sxe

[ shortcut to Project Acct Analysis.xdtm

E+]workflow Reports,
Location: My Document

LY My Documerts

J My Computer

€My Network Places
\Elcrs

e (Dyoffice 2007

|C)Project Files

(Ework documents

5] 161190 defeit reconcilistion 12-12.xlsx

E+1CFS Daily Log.acedn

E<]CFS Daily Log_be. acedh

[EEFF Compilation. wmy

“)Firefox Setup 3.0.5.exe

:1)35 B hrecarder.exe
[#]freatrial php

B hidovinioad.exe

My Recent
Documents

Desktop

by Compuer

e
My Network
Places

Open

File hame: I

Lol [«

Files of type: ‘AH Files (%)

4.

Click the OK button

0K |

5. The name of the file should show under the File Name
column heading of the Attachments field.
File Hame Max Size Attach Label
Documentation.docs  OKB Attachment 1 =
Attarhment 2 et
Add | Delete | Diizplay | Dezelect |

Journals require
source documentation
prior to processing. If
electronic, these
documents can be
attached directly into
My Business Services.

Source documents
can also be delivered
inter-campus mail or
faxed to College
Business Services.
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Completing and Submitting the Request Identify the P.O. #in
—_— 3. Type any notes that the form does not accommodate. | the Notes field, if
- Motes H
| applicable.
_ﬁ Expense was charged to wiong PO| g
[ —
L —— Clicking the cancel
4. Click the Submit button to submit the request and close button will close the
the form. window without

. submitting the
M request for approval.

® After submitting the request

o an email confirming submission is sent to the requestor.

o an email soliciting approval is sent to the Account Agent.

o aninformational email is sent to the Appropriate VP if the amount is over $1,000.00.
e After Approval

o Therequest is added to the work list for College Business Services action.

After College Business Services completes the request a confirmation is sent via email notification to
the requestor.
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Chandler-Gilbert Community College

How to Request a Permanent Reallocation of Funds

Note - This is a permanent transfer which will be reflected in
the subsequent fiscal year budget. It will not be a current year
transfer. If it is necessary for the reallocation to be reflected in
current year, a budget a transfer request will need to be
completed. Both of these requests can be completed by
clicking on the “Make permanent” button when requesting a
budget transfer.

Opening the Reallocate funds Form

1. Click Requests to show the sub-menus.
2. Click the Budget sub-menu.

3. Click Reallocate Funds.

Inputting Reallocation Information
1. Type the purpose of the reallocation in the Purpose field
and press tab twice.

Purpose

|Change in Department focus é
Inputting Reallocation Line Information
1. Input the fund, unit, and charge center (with a dash
separating each) for the account from which the funds are
being permanently transferred.

Account

Frarm: (110-450-1611590

2. Presstab to navigate to the From Object Code field and
input the desired object code.

3. Presstab two times to tab through the Sub-object Code
field unless a capital Object code is selected.

4. Type in the amount to be reallocated.

Arnount

100

5. Press tab to navigate to the To Account field.

6. Input the fund, unit, and charge center (with a dash
separating each) for the account to which the funds are
being reallocated.

Tor |110-450-151450

7. Click the Add button.

Add

The Purpose should
reflect the reason for
permanently moving
funds.

For quick input try
typing only the charge
center of the desired
account in the
account fields and
hitting tab to
navigate to the next
field.

A permanent
reallocation can also
be requested by
clicking

b ake Permanent []
in the Transfer Funds
form.

Lines can be deleted
by selecting the
desired line and
clicking the Delete
button

Lines can be edited by
double clicking the
desired line, editing
the information and
clicking the Add
button
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Completing and Submitting the Request
1. Type any notes that the form does not accommodate.

Notes
Please Advise if not conect object codes 1]

2. Click the Submit Button to submit the request and close
the form.

Subrmit

If the desired reallocation is from or to multiple accounts it is
possible to create another line to accommodate these
situations. The request will error if the sum of all lines is not
L the same as the amount in the Total Transfer Amount Field

® After submitting the request
o an email confirming submission is sent to the requestor.
o an email soliciting approval is sent to the Account Agent.

o aninformational email is sent to the Appropriate VP if the amount is over $1,000.00.
e After Approval

o Therequest is added to the work list for College Business Services action.

After College Business Services completes the request a confirmation is sent via email notification to

requestor. Permanent reallocation of funds requests will be processed during the appropriate phase in
the Budget Development Cycle.
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How to Request a New Financial Account

Opening the New Financial Account Form

1. Click Requests to show the sub-menus.

2. Click the Accounts sub-menu.

3. Click New Financial Account.

Inputting new financial account information

1. Input the fund in which the new account will be created.
And press tab twice.

Fund

230 -]

2. Pressthe down arrow on the keyboard once to select 450
for Pecos or Sun Lakes or press the down arrow key twice
for 455 for Williams then press tab twice.

Unit

3. Input the purpose for creating the new financial account

and press tab.
Purpoze

|New Wiomen's Soccer Team

4. Input the suggested name for the new account.
Mame for Account

|W|:umen's Socoer

5. Click either the Yes or No radio buttons to the questions
about SIS sub-code and Credit.
515 zubcode needed? ) Ye: & Mo

Credit or Hon-Credit? O Yes (O Ho &) NAA

6. Click the Sources of Revenue field and type the source of
revenue for the new financial account then press tab
twice.

Sources of Revenue

é

Gate Receipts

Click the dropdown
next to the fund for a
list of valid funds.

See the Glossary on
page 34 for
information on
unfamiliar terms.

If Item type is
required after
account is created
send request email to
Fiscal.

Object codes can be
deleted by selecting
the desired line and
clicking the Delete
button
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Opening Object Codes in the new account If users don’t
1. Click the Object Code text box and type the object code to | remember the desired
— be opened in the new account. object code, they can
o Object Code type part of the name
1 e |5321':1 of the in the object
code field and hit

2. If a capital code is needed (Capital codes start with 57XXX | enter to get a list of
or 58XXX) input the desired sub-object code and press tab. | matches.

Use Sub-object code... If the expenditure amount is
1500 less than $1,000.00 The Sub-object Code
1000 greater than or equal to $1,000.00 but field will appear if a
less than $4,999.99 capital object code is
5000 greater than or equal to $1,000.00 but selected.
less than $4,999.99

A complete listing of

3. Press tab then press enter to add the code. object codes can be
Add found by clicking the
object Code Listing

4. If more codes are necessary repeat steps 1 through 3
When all object codes have been inputted press tab three
times to navigate to the notes field.

5. Type any notes that the form does not accommodate.

Motes

Needed for before game on 02/08/09 g

Link.

6. Click the Submit Button to submit the request and close
the form.

Subrmit |

® After submitting the request
o an email confirming submission is sent to the requestor
o therequestis added to the work list for College Business Services action
e After College Business Services Approval
o Arequest email is sent to General Accounting at the District Support Center.

After College Business Services completes the request a confirmation is sent via email notification to
the requestor. A follow-up email will be sent from College Business Services with the new account
number generally within 2-5 business days pending District workflow.
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How to Open an Object Code in an Existing Financial Account

Opening the Open Object Code Form
1. Click Requests to show the sub-menu.
2. Click the Accounts sub-menu.
3. Click Open Object Code.
Opening Object Codes in an Existing Account
1. Type the Account number of the account in which the

object code will be opened and press tab twice.
Account

-]
2. Type the object code to be opened in the selected
account.
Object Code
54100

3. If a capital code is needed (Capital codes start with 57XXX

or 58XXX) input the desired sub-object code and press tab.

Use Sub-object code... If the expenditure amount is

1500 less than $1,000.00

1000 greater than or equal to $1,000.00 but
less than $4,999.99

5000 greater than or equal to $1,000.00 but

less than $4,999.99

4. Press tab then press enter.
Add

If more codes are necessary repeat steps 2 and 3

5. When all object codes have been inputted press tab three
times to navigate to the notes field

6. Type any notes that the form does not accommodate.

7. Click the Submit Button to submit the request and close
the form.

Subrmit

Press Shift +Tab to
navigate in the
opposite direction.

The Account Field will
only accept valid
account codes.

For quick input try
typing only the
charge center of the
desired account in the
account fields and
hitting tab to
navigate to the next
field

If users don’t
remember the desired
object code, users can
type part of the name
of the in the object
code field and hit
enter to get a list of
matches.

Object codes can be
deleted by selecting
the desired line and
clicking the Delete
button

®  After submitting the request

@)

O

an email confirming submission is sent to the requestor
the request is added to the work list for College Business Services action

e After College Business Services Approval

@)

A request email is sent to General Accounting at the District Support Center.

After College Business Services completes the request a confirmation is sent via email notification to

requestor. A follow-up email will be sent from College Business Services when the object or sub-object

codes are open.
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How to Final Close a Purchase Order (P.0.)

Before requesting College Business Services to final close a P.O.,
ensure that all P.O.s requested to final close have been paid-in-
full and a check has been processed for payment to the supplier

or vendor.

Opening the Final Close PO Form Press the 1 to see
1. Click Requests to show the sub-menus. all text in the note
2. Click the Procurement sub-menu. field.

3. Click Final Close PO.
Requesting to close Purchase Orders
1. Take notice of the example in the POs to Close field.
2. Click in the POs to Close field and type the PO number and
vendor name.
POz to Close

B54321, Acme Corparation
123456, Lowes Corporation

3. If more than one PO is to be final closed press enter to
create a new line and repeat step 2.

4. After all POs are entered press tab and type any notes to
College Business Services that the form does not
accommodate.

Motes

|

5. Click the Submit Button to submit the request and close
the form.

Submit

® After submitting the request
o an email confirming submission is sent to the requestor.
o therequestis added to the work list for College Business Services action.

After College Business Services completes the request a confirmation is sent via email notification to the

requestor.
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How to Request an “Other” Request

Understanding that there could be a myriad of requests made of College Business Services this request
has been created to be a catch all for all other requests that My Business Services does not yet
accommodate.

Opening the Other Requests Form In the Details field
1. Click Requests to show the sub-menus. don’t forget to add a
2. Click the Other sub menu. time frame if it is
. applicable to the
3. Click Other Requests. request.

Requesting an Other Request
1. Click on the Choose a Topic dropdown field and select the
option that is most suitable.

Choosze a Topic

|I need help with, . - |

2. Presstab once and type the details of the request.
Details

1

3. Click the Submit Button to submit the request and close
the form.

Subrmit

® After submitting the request
o an email confirming submission is sent to the requestor.
o therequestis added to the work list for College Business Services action.

After College Business Services completes the request a confirmation is sent via email notification to the

requestor.
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How to View Open Requests

[\nnnnnmw The My Open Requests feature manages those requests which
i | have been submitted by the user but have not yet been
== completed.

Opening the Other Requests Form The requests can be

— 1. Click View to show the options. sorted by all the
L — 2. Click My Open Requests. columns in the

1 I— Requests Table by
e — clicking the header

Viewing Request Information
1. Find the desired request in the available list.

Create Date Category Short Description
10/24,/2008 7-42:27 Ak Tranzfer TEST

10/24/2008 7:25:31 Ak Journal test

10172008 2:05:17 P Permanent Reallozation test again
943042008 10:54:13 Ak Journal test %
9M5/2008 10:24:32 Ak Payrall Tranzfer test

2. Double click the desired request.
3. Review the document.

Purposze Tatal Tranzfer Amount

[Distrit Athletics event =] 7500

Account Object Code Sub Object Code Amount
me| | | - |

Ta:
[] Other | | j Add
4 ake Permanent []
Approval Status
Pending 210-450-236470-54100-0 210-710-236470-63210-0 76.00
Surn of All Trarsfers 75.00 Delete
File Name Max Size Attach Label
- . Altachment 1 A
Optional File Attachments [ —— -
Add
Motes
ol

Save Cancel

4. Close the request form by clicking the close button in the

top right hand corner of the window ﬂ

name.

Past notes can be
viewed by clicking the
|
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When viewed from My Open Requests no changes can be made
to the request.

Request Status Definitions

New — Denotes the status of a request that has not been
2 assigned to a College Business Services (CBS) Agent.

Assigned — Denotes the status of a request that has been
assigned to a CBS Agent.

Returned for more information — Denotes the status of a
request that has been returned to the originator for more

information.

Closed — Denotes a request that has been successfully
processed and has been terminated.

Cancelled — Denotes a request that has been unsuccessfully
processed and has been terminated.

Approval Status Definitions
Pending — Denotes a request that requires approval but has
not yet been approved or rejected by the respective Account

Agent.

Approved — Denotes a request that has been reviewed and
given the required approvals.

Rejected — Denotes a request that has not been reviewed
and the required approvals will not be granted.

N/A — Denotes a request that does not require approvals.
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How to View Recent Requests

I / The My Recent Requests feature shows all requests submitted
i by the user regardless of status.

=2
Opening the Other Requests Form The requests are
1. Click View to show the options. color coded based on
2. Click My Recent Requests. status:
New — Blue
Viewing Request Information
1. Find the desired request in the available list. Assigned — Green
Ret d M
Create Date Category inj‘ol;::r'sticj:zr— Oor;en e
10242008 74227 Ak Tranzfer TEST 9
10/24/2008 L2521 Ak Journal best
Closed — Purple

1072008 20517 P FPermanent Reallocation test again

Cancelled - Brown

2. Double click the desired request. To see older requests
3. Review the document. change the show Last
X Days toa
Purpose Toatal Transfer Amaunt /arger number and
[Test =l 100.00 :
click refresh.
Account Object Code Sub Object Code Amount
Frarn: | ‘ - |
To: -
g [] Other | ‘ J Add

take Pemmanent []

Approval Status
Approved 110-450-112233-54100-0 110-450-112233-53210-0 100.00

Sum of All Transfers 100.00 Delete

File Name Hax Size Attach Label
Attachment 1 2
Optional File Attachments e — +

Add |

Maotes

]

Save Cancel

4. Close the request form by clicking the close button in the

top right hand corner of the window ﬂ or clicking the
Cancel button.

When viewed from My Recent Requests no changes can be
made to the request.
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Approvals

How to Approve a Request
Approvals are done by account agents with fiduciary responsibility for college funds and who are
assigned to respective accounts. This can include Presidents, Vice Presidents, Provosts, Division Chairs

and departmental Managers. Approvals are required for Budget Transfers, Journals, and Permanent
Reallocations.

Opening the Other Requests Form
1. Click View to show the options.

2. Click My Requests to Approve.

» Request

* Wiew

My Bequests to Approve

Viewing Request Information
1. Find the desired request in the available list.

Date Created Category Short Descnption
1/8/2009 1:57:52 PM Budaet Transfer Supplies for M5S0
/820091 2:27:01 P Permanent Reallocation test

1/5/2009 122701 PM Budget Transfer test

124272008 3:52:54 P Fayrall Transfer test

12/24/2008 10:42:59 Ak Fayrall Tranzfer test

2. Double click the desired request.

Purpose Total Transfer Amount

[supplies for NGO =] 100.00

Approval Status Line Assignee Gr...
110-450-112233-541...  Pending 110-450-112233-535... 100.00 ‘chsapprover

Sum of All Transfers 100.00 Approve Reject

Miotes

o
Fetumn for More Information Save Cancel
Bafe fmater 1/5/2009 1:57.52 PM fatiz Aotz 1/5/2009 1:57:52 PM Last Aadiad by chscuston

Code Criteria
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3. Inthe table in the request form are a series of lines. Click
a line that has the user’s name in the Line Assignee Group

field.

Line Asszignee Gr.._

Approval Status
110-450-112233-541...  Pending 110-450-112233-535... 100.00 ‘chzapprover'

4. Click Approve

Approve
If there are multiple lines to approve repeat steps 3 and 4
5. Click Save
Save
See the CGCC Chart of
Accounts for

Approvers will be able to approve lines only where they are the ,

ible Account Agent for the “From” account assignment of
responsi J ) Account Agents by
financial account

e After approving the request
o Therequest is added to the work list for College Business Services action.

After College Business Services completes the request a confirmation is sent via email notification to

the requestor.
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How to Reject Requests

Rejecting requests can be done by account agents with fiduciary responsibility for college funds and who

are assigned to respective Accounts. This can include Presidents, VPs, Provosts, Division Chairs, and
Departmental Managers.

Note - Rejecting a request will terminate the request. No further action can be taken on the request by
the requestor or by College Business Services.

Opening the Other Requests Form
1. Click View to show the options.

2. Click My Requests to Approve.

» Request

* Wiew

My Bequests to Approve

Viewing Request Information
1. Find the desired request in the available list.

Date Created Category Short Description
1/5/2009 1:57:52 PM Budget Transfer Supplies for M5S0
1/5/200512:27.01 PM Permanent B eallocation test

1/5/2009 122701 P Budget Transfer test

124272008 3:52:54 PM Payrall Tranzfer test

124242008 10:42:53 Ak Payrall Transfer test

2. Double click the desired request.

Purpose

Total Transfer Amount Pt Fiblans
[suppies for NSO =/ 10000
Line Assignee G...
110-450-112233641 . Pending T10-450-112233636 100100 [———
Sum of &)l Transfers 100,00 _tpprove || Feiec |
Mates
o

Fietum for Mo Informatior: S Cancel

Dt Ermare 1/5/2008 15752 P St g 1/5/2009 1:57-52 PM fenst ki B chaoustomen

Code Ciieria =/
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3. Inthe table in the request form are a series of lines click a
line that has the user’s name in the Line Assignee Group

field.
Approval Status Line Azsignee Gr._.
110-450-112233-541... Pending 110-450-112233-635... 100.00 ‘chsapprover'
4. Click Reject
Reject

If there are multiple lines to approve repeat steps 3 and 4
5. Click Save

Save

Once a request is rejected the request is terminated and cannot
be reprocessed.

e After Rejecting the request
o The request is terminated.
o An email informing why the request was rejected is sent to the requester.

Page 29 of 37




My Business Services Chandler-Gilbert Community College

How to Return Requests for Additional Information

Returns for Additional Information prior to approval can be done by account agents with fiduciary
responsibility for college funds and who are assigned to respective Accounts. This can include
Presidents, VPs, Provosts, Division Chairs and Departmental Managers.

Opening the Other Requests Form
1. Click View to show the options.

2. Click My Requests to Approve.

|

» Request

* Wiew

My Bequests to Approve

Viewing Request Information
1. Find the desired request in the available list.

Date Created Category Short Description
1/5/2009 1:57:52 PM Budget Transfer Supplies for M5S0
1/5/200512:27.01 PM Permanent B eallocation test

1/5/2009 122701 P Budget Transfer test

124272008 3:52:54 PM Payrall Tranzfer test

124242008 10:42:53 Ak Payrall Transfer test

2. Double click the desired request.

Purpose Total Transfer Amatint e
[Supplies for H50 =l 100.00
Approval Status Line Assignee Gr...
110450112233 541, .. Perding 110-450-112233535.. 10000 “chsapprover
Sum of Al Transfers 100.00 M M

Motes

L]
Return for Mare Information Save Cancel
Date Lz 1/5/2009 1:57:52 PM Dote Moo 1/5/2009 1:57.52 PM Lot Moadiad e cbeoustomer

Code Criteria =

3. Inorder to send a message back to the requester Type a
note about the information requested in the notes fields

Notes

Pleaze provide appropriate req number [
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4. Click Return for more Information

Return far bMore [nformation

5. Click Save

Save

e After returning the request for more information
o An email containing the request for information is sent to the requester.

* After the requester supplies the information the sequence for approval is repeated.
o The request populates in the approvers workflow once again.
o An email soliciting approval is sent to the approver.
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How to Access Approvals from Email

Upon submitting a request that requires approval an email is sent to the account agent of the account.
Approval access can be executed from these emails. This is an alternative method of accessing requests
that require approval in My Business Services.

Navigating to the request form from a CGCC email Account
1. Open the email that solicits Account Agent Approval.

2. Click the link labeled “Click here.”

y College Business Senvices
A Budget Transfer request has been submitted by Joe Approver and requires approval. Please navigate to the following link to
flag each transfer as "Approved” or "Rejected"”.

§

Click here _ i
o CHANDLER- GILRERT
i Commaunity CoLLEGE

3. Clicking the “Click here” link will open the request to
approve in the default browser.

Purposs T kel Transfer At e
[Supplies for NSO =l 100.00
Approval Status Line Assignee Gr...
1104B0-11Z234541  Pending 110-460-112233-535_ 10000 ‘chasppraver’
Sum of All Transfers 100,00 M M

]
Rieturn for More Information Sawve Cancel
Late Chasdar 1/5/2009 1:57:52 PM s Maciiiar 1/5/2009 1:57:52 PM £ st Moaifias e chsoustomer

Code Citeria =]

From this point the user can continue to take one of the
following actions outlined on the respective user manual pages

below:
How to Approve a Request Page 26
How to Reject Requests Page 28

How to Return Requests for Additional Information  Page 30
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Running Reports

How to Run a Transfer Report
This report provides a listing of all transfers in a given account created by the current user and within a

given time period. The fields included in this report are: Transfer #, Creation Date, Purpose, Status,
From Account, To Account, Amount, and Submitter.

Opening the Transfer Reports Dialog The report will show
1. Click View to show the options. all records where the

2. Click the Reports sub-menu. inputted (,jata,m the
account field is the

3. Click Transfers. same as the From
account field in the
transfer records

Setting Transfer Report parameters
1. Input the desired account number.
Account

2. Click on the calendar button to select the beginning date
of the desired range.

Begin Date 111342007 10:15:09 &M E

3. Click on the calendar button to select the end date of the
desired range.

End Date 111242008 10:15:09 Ak E
4. Click Run Report.

Run Report

A window will display containing the report. From this point
the report can be printed following the steps typically taken to
print web pages.

5. Close the request form by clicking the'close button in the

top right hand corner of the window. Kl
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Glossary

Account #

all financial accounts have account numbers to
uniquely identify them in the College Financial
System (CFS). Each account number consists of
at least 3 groups of numbers; the fund, the unit,
and the charge center being three, three, and
six digits long respectively.

Account Agent

An employee who has fiduciary responsibility
for college funds and financial accounts. A
listing of Chandler-Gilbert Community College
accounts and their respective Account Agents
can be found in the Chart of Accounts. See
Chart of Accounts.

Budget Transfer

A budget transfer consists of transferring
budget either internal within an account or
between accounts in the same fund.

Capital Object Code

Capital object codes are object codes that are
used specifically for capital purchases. These
generally begin with 57 or 58

Charge Center

Charge centers are pools of budget earmarked
for a specific function or purpose. Charge
centers are accessed by fund, by unit
(college/site), by charge center, and by object
codes. These charge centers are classified as
either revenue accounts or expenditure
accounts.

Examples:

151500

246300

Chart of Accounts

The Chart of Accounts provides a listing of all
the CGCC charge center titles, the account
number, the responsible account agent, and, if
any, associated item types, formerly BRS sub-
codes.

College Business Services (CBS)

Support department at CGCC for all budget,
procurement, accounts payable, travel, capital,
services. List is not all inclusive.

College Financial Services (CFS)

College Financial Services (CFS) is the financial
application which CGCC utilizes for all budget
procurement, inventory, and Accounts payable.
CFS operates independent of My Business
Services. Requests of My Business Services are
acted upon by College Business Services within
CFS

College Fiscal Services

a support department at CGCC for cashiering,
petty cash, cash advances, and accounts
receivable. List is not all inclusive.

Financial Account

A financial account is an object in the college
financial system used to differentiate specific
revenue and expenditures from all other
revenue and expenditures. The term Charge
Center is sometimes used to refer to Financial
Accounts.

Fiscal Year

The fiscal year is the designated accounting
period by which the budget is managed. The
Maricopa County Community College District
fiscal year starts on July 1°* and ends on June
30"
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Fund

CGCC has several funds as financial resources:
Fund 1 — General Operating Fund

Fund 2 — Auxiliary fund

Fund 3 — Restricted Fund

Fund 7 — Plant Fund

Accounts are denoted by the assigned funding
source. This is demarked as the first 3 numbers
of every account number.

Item Types
See SIS Sub-code

Journal Transfer

Journals are essentially a budget transfer either
between funds and/or between non-450 or
non-455 units. Journals require source
documentation to validate the purpose for the
transfer of funds before they can be processed
by College Business Services.

Object Code

Object codes are utilized to detail the use of
funds by expense categories or codes.
Expenditures codes distinguish between
different types of expenses/costs. Revenue
codes distinguish between the different types
of revenues categories/codes. Expense object
codes begin with a 5 where as revenue object
codes begin with a 4.

Example:

54110 Instructional Supplies

Payroll Transfer

A payroll transfer is a budget transfer either
between accounts or internal to accounts in
which the TO account is for part-time wages,
student wages, shift differentials, or over-time.
This transfer type requires a corresponding
benefit transfer automated in My Business
Services.

Chandler-Gilbert Community College

Reallocation

Reallocation is the process of shifting funds or
completing a budget transfer permanently
within or between two accounts. Permanent
reallocations are done by College Business
Service during the budget development process.
Transfer restrictions limit reallocations to same
fund types.

Reclassification of Expense

A reclassification of expense is generally done
when an expense has been charged incorrectly
to the wrong account or object code. This
process is an accounting correction process.
Source documentation is required to validate
the purpose for the expense reclassification.

Requestor
A requestor is a person initiating a request in
the My Business Services application.

Responsible Person

The institution has given fiduciary responsibility
to responsible account agents (Vice Presidents,
Division Chairs, and Managers) to oversee the
stewardship of financial resources.

SIS Sub-code

This is a unique identification code that is
assigned to each account for purposes of
identifying what charge center to place revenue
funds in CFS. Formerly called BRS sub-code it is
also called an Item Type in the New Student
System (NSS).
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Sub-Object Code

Sub-object codes are a series of codes that are
required and utilized with capital object codes
to distinguish capital expenditures as
depreciable or not depreciable.

Use Sub-object code... If the expenditure amount is

1500 less than $1,000.00

1000 greater than or equal to
$1,000.00 but less than
$4,999.99

5000 greater than or equal to
$1,000.00 but less than
$4,999.99

Unit

The unit codes are 3 digits identifying the CGCC
site for an expense. Account numbers denote
the unit assigned.

Examples:

450: Pecos & Sun Lakes

455: Williams

Web financials

Web Financials is a function of CFS that allows
the user to review revenue and expenditure
account balances by charge center. Itis a user-
friendly way for account agents and requestors
to review budget status by charge center on-
line before making a request in My Business
Services.
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