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This guide is designed to provide you with the information you need to successfully use the Chartfield Lookup Inquiry.

CHARTFIELD LOOK UP INQUIRY OVERVIEW

The ChartField Lookup Inquiry displays valid chartfield values and whether a value is purchasing, payroll, and/or budget
transfer eligible. This is a useful tool for verifying chartfield information when processing transactions. The first 300
values display. For instructions refer to the Chartfield Look up Inquiry section.

The Chartfield Lists Queries provides a list of all valid chartfield values for each chartfield (account, fund, department,
etc.). Unlike the Chartfield Lookup Inquiry that displays the first 300 values only, the Chartfield List Queries display all
values. For instructions to view a complete list of chartfield values refer to the Chartfield List Queries section.

WHO DO | CONTACT FOR HELP?

Create a Service Request to Solar Financials or email solarfin@csun.edu. For immediate assistance contact SOLAR
Financials by phone (818) 677-6685.

ACCESSING THE CAMPUS WEB PORTAL

SOLAR applications are housed within the Campus web portal. Follow the instructions below to access the Campus web
portal:

1. From an Internet Browser, access the myNorthridge portal login located on the CSUN home page.
2. Login using your CSUN ID# and Password.

3. Select the Login button.

California State University SkipNav | SkiptoPortsl | Accessibilty | EventsCalendar | People Finder | AtoZ | Webme|
.

Northridge

ADMISSIONS COLLEGES ACADEMICS STUDENTS INSIDE CSUN

Student Recreation Center Opens | _read more »

myNORTHRIDGE PORTAL [ ALUMNI ATHLETICS LIBRARY COMMUNITY

TECHNOLOGY NEWS:

myNorthridge PORTALLOGIN Crall CSUN
Usomame: [ Pacl The IT Help Center provides technical support for the CSUN
L | STUDENT& ALUMNI || FACULIY & STAFF || community. Learn how to obtain support by visiting
Password:. | | hitp: i csun edul
‘@ < To reset your password, visit https:/auth csun.edu/idm/forgotpwd and
Forgot: User ID Password B¢ 1004 log in with your CSUN user ID. Forgot your user ID? Visit
https://auth.csun.edu/idm/forgot_uid
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CHARTFIELD LOOK UP INQUIRY

1.

From myNorthridge Menu pagelet, select the following menu path:

SOLAR Financials>Financials Inquiry>Financials Inquiry Utilities>Chartfield Lookup

I SOLAR On-Line Training
Catalog
[om) AR HE

SOLAR Financials |

I Budggt Transfer
I Chargdbacks
I Fin Se Maintenance

[ 7 Financials Inquiry |
ack Inguiry

Ltilhitioc
| — ChartField L ookup

— Map Chartfield by
Blews Valie

The ChartField Lookup Inquiry allows several search methods:

Chartfield Lookup

Choose a ChartField and Press the Drop-Down Button
to Get a Listing of Values

Account; &} Program Code: &}
Fund Code: Q Project: Q.
Department: e} Class Field: a,

Complete lists of chartfields can also be generated
under the "Run GL Queries”™ or "Run Req Recon Queries™ menus.

o Unknown Value: View a list of all values for a specific chartfield.

o Do not enter data in the field.

o Select the Magnifying Glass icon for a list of results.
Note: Only the first 300 values will display.

e Partial Value:

o Enter a partial value in the desired field.
Example: to view a list of all the Accounts starting with “66”, enter 66 in the account field.
o Select the Magnifying Glass icon for a list of results.

e Complete Value:

o Enter the complete value in the desired field to obtain a description of that chartfield.
o Click on the Magnifying Glass icon for a list of results.
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3. Depending on the field selected (account, fund, program, etc.), the applicable search results will display as

follows:
Help Help
A " Fund Code: begins with -
ccount: begins wi 17
e begins with « |66 Description: beging wilh =
Description: begins with = Purchasing Eligible: = - -
Purchasing Eligible: = - - Payroll Eligible: B - -
Payroll Eligible: = - - Budget Transfer Eligible: = - -
Application Required: = - -
Look Up Clear Cancel |BasicLookup
Look Up Clear Cancel |BasicLookup
Search Results Search Results
Wiew 100 First LI REELEEN | Last _O_nlytheﬂrstwﬂ results can be displayed.
e i View 100 First g 1-200 of 200 g Last
A t Description Purchasing Payroll | .
cooun P Eligible Eligible Fund FryTr PL_lr_chasmg ngroll BL_ltl_getTransfer AppllFﬂlan
- Eligible Eligible Eligible Required
o qutgge and Freight Yes Mo i1 General Support-Disbursements  No Mo Mo No
660002 Printing Yes No 10002  General Support-Disbursements  No Mo Mo Mo
660003 General Supplies & Services Yes Ma 10003 General Support-Disbursements  No Mo Mo Mo

4. Additional search criteria can be selected in the Lookup page to further narrow the search:

Purchasing Eligible: Search for values that are purchasing eligible.

o Select the Purchasing Eligible dropdown field to choose an option.

Payroll Eligible: Search for values that are payroll eligible.

o Select the Payroll Eligible dropdown field to choose an option.

o Select the Budget Transfer Eligible dropdown field to choose an option.

o Select the Application Required dropdown field to choose an option.

5. Select the Look Up button after selecting additional eligibility search criteria, if applicable.

6. Select the Cancel button to return to the Chartfield Lookup page.
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Budget Transfer Eligible: Funds only. Search for Funds that are budget transfer eligible.

Application Required: Funds only. Search for Funds that do or do not require a State Trust Application.
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CHARTFIELD LISTS QUERIES

1.

From myNorthridge Menu pagelet, select the following menu path:

SOLAR Financial>Financials Inquiry>GL Inquiry>Run GL Queries

I SOLAR On-Line Training
Catalog

I SOl AR HR

VlSOLAR Financials |

" Bidget Transfer

- Run GL Queries
I Purchasing Inguiry

I Financials Inquiry

2. The Find an Existing Query page displays.

e Select the Chartfield Lists query option, followed by the Search button.

Query Viewer

Find an Existing Query
Query Type

Standard Queries

© Al Queries

©) Non Tree Queries

@ Chartfield Lists

Tree Queries

©) Sum Totals by Fund & Dept

© Chartfields Summary by Fund

@ Chartfields Summary by Project

*) Chartfields Summary by Class

@ Chartfields Summary by Fund & Acct
@ Chartfields Summary by Program
© GL Journal Detail Queries

*) Budget Journal Detail Queries
© All Queries

3. The search results will display the query names.

e Choose the best option by selecting the corresponding Run link (Accounts, Class, DeptlID, etc.).

Search Results

Query Personalize | Find | View All I@ | i First M 15 of 5 [ Last
NRE_GLRCN_MCF_ACCOUNT Account Charifields Public  Run
NR_GLRCN_MNCF_CLASS Class Chartfields Public  Run
NE_GLRCN_MNCF_DEPARTMENT Department Chartfields Public  Run
NRE_GLRCMN_MNCF_FUND Fund Chartfields Public  Run
NRE_GLRCN_MCF_PROGRAM Program Chartfields Public  Run
NE_GLRCN_MNCF_PROJECT Project ID Chartfields Public  Run
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The selected query opens a new window.

NR_GLRCN_NCF_ACCOUNT- Account Chartfields

Download results in :| Excel SpreadSheet | CSV TextFile XML File (98 kb)

First [ 1-100 of 1072 ¥ Last

Account Descr Purch Eligible Pay Eligible
1 101001 General Cash - Cash Clearing N M
2 101003 Revolving Fund Cash N M
3 101005 Cash in Transitto St Treas Il M
4 101006 Cash in Agcy Acct-Bank 5 and L N M
5 101009 Cash on Hand N M
i} 101100 Cash Short Term Invstmnt-Swift N M

The number of lines returned displays in the top right hand corner. Results vary in length.
o Select the View All link to display all query data.

e Select the Excel SpreadSheet link to download the list.
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