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Click on your Internet Icon or Browser and the following screen should appear:
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Click in the CSU X-Press Area or

If the above screen did not appear, in the Address Window of the WEB, type
https://ssb7.csu.edu and hit enter.

The following screen should appear:


https://ssb7.csu.edu/�
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HELP | EXIT
Enter Secure Area
Class Schedule
Apply for Admission
Course Catalog
Prospective Students
Transfer Equivalencies
Voter Registration Form
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Click on Login into Secure Area.

This will allow you to see the following screen:
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@) Please enter your User ID {SSN or 9 digit assigned University ID number UID) and your Personal Access Code (PAC) and then click on login.
Initially, your PAC is your date of birth (MMDDY¥}. For example, if your birthdate is July 23, 1975 your PAC will be 072375.
The system will prompt you to change your PAC. You may use any six digit number. When finished, click Login. Remember the new PAC you
create. You will need it every time you access CSU X-PRESS. IF for some reason you do forget your PAC, enter your User ID and then click
Forgot PAC?

Multiple failures to enter correct PAC will result in your account being locked!

When you are finished using CSU X-PRESS , please Exit and close your browser to protect your privacy.

Attention CSU Students

Spring 2010 Intercession Registration : August 3 - December 2, payment due, December 3, 2009.
Spring 2010 Registration: Movember 11- December 2, payment due, December 3, 2009.

Final Payment for fall semester of 2009 is now due. However, there will be a grace period to pay the amount due by November 12, 2009 and
to avoid a delinquent fee of $25.00.

User ID: I
PAC: I

Login | Forgot PAC? |
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Click in the User ID box and put in your 9-digit user id number.
Tab to PAC box and type in your 6-digit PAC number.

Hit Logon. The following screen will appear.

If this 1s your first time logging in, you will be required to provide a question and an

answer related to your password. All initial passwords will expire immediately.
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@ Please enter your new Hint Question and Answer and click Submit.

Old Question: What are the family birth years
Old Answer:  FHFxFEEE
New Question: I

New Answer: |

Confirm Pin:
Submit | Reset
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Then the following screen will appear.

Acceptable Usage Statement - Windows Internet Explorer — = x|
G_; ~ |21 hitps:fissh7 . csu. edufplsiprod fowbkubis. P_vallogin = & [[#2]] ¢ ] uive search 2|~
| EBle Edit Wiew Favorites Tools Help | @convert - P select

S 4 @ ncceptable Usage Statement | 5 - B - i - e -
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HELP EXIT
Terms of Usage
You are entering 3 secure information area. Unless otherwise noted, any information you enter or change will be effective immediately. You are
responsible for any changes made using your ID. Please do not share your ID or PIN with others.
As a student at Chicago State University, it is your responsibility to be aware of all academic regulations which apply to you, remain in good
academic standing, and monitor your academic progress. You may attend only classes and sections for which you are properly registered. It is
also your responsibility to follow registration procedures. Your academic adviser will help vou in planning your course of study. Before registering,
you must consult with your academic adviser and obtain approwval for your courses.

Failure to consult your advisor and receive approval for courses for which you registered may result in :

- Administrative Withdrawal
- Denial of Future web registration

The University reserves the right to void the registration of students who become ineligble for enrollment or to drop students from courses for
which they do not meet the prerequisites.

If you agree to these terms of usage, click on the "Continue" button below. Otherwise, click on the "Exit" button.

Continue | Exltl
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Read disclosure and click continue.



The following screen will appear:
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Welcome to the CSU X-Press Last web access on Nov 28, 2009 at 11:48 am

Student Menu

Apply for Admission, Register, View your academic records and Financial Aid

E Employee Menu

View benefits/deductions, job data, paystubs, W2 and W4 data.

Personal Information

Wisw sddress infoermation; review name or social security number change infermstien; Changs your PIN; Participate in surveys on-line when available

Finance

Create or review financial documents, budgst information, approvals.

Financial Aid

Apply for Financial Aid: View financial aid status and eligibility, accept award offers, and view loan applications.

Return to Homepage
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Click on Finance box. The following screen will appear:
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Personal Information Student Financial Aid

Search GoI MENU SITE MAP HELP EXIT

Budget Query

Create budget queries with year-to-date activity, commitments and available balances. Look up purchase requisitions, purchase orders, and general ledger activity.

Encumbrance Query
Create quaries on open and closed purchase orders.

Requisition
Purchase Order
Approve Documents
View Document

View detail information sbout requisitions, purchase orders, inveices, encumbrances, journal vouchers, or direct cash receipts.

Site Preferences

[ Budget Query | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Site Preferences ]
powarad by
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Click on any one of the above menu items:

Budget Queries — to review existing account balances and verify and
budget transfers.

Encumbrance Query — to view all purchase orders that have been encumbered.
Requisition — to view a specific requisition or range or requisitions.

Purchase Order — to view a specific purchase order or a range of purchase
orders.

For illustration purposes, we will click on the Budget Queries menu and following
screen will appear:
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Create a New Query
Type |Budget Status by Account LI

Create Query

Retrieve Existing Query
Saved Query |Ncne LI

Retrieve Query |

[ Budget Query | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Site Preferences ]
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Click on the arrow on the right side of the Create Query Frame and the following
will appear:

£ iy use c .
@'._—‘. =[] https:/fzsb7 . cou adufplsippe d/bwikrowu, P_Dudgst_start [ & || #2 | | [ove seocn e
| File  Ede  View Favoritos Tookl  Help | & Convert - [ Seloct

el dhi g8 Dudget Queries

saarch | Go SITE MAP  HELP  EXIT

Create a New Query
Ty Budget Status by Organ

Retricve Existing Query

Saved Quory [rene =1
Ratrieve Query
[ Budget Query | Encum brance Query | Requisition | Purchase Order | Approve Documents | View Document | Site Preferences |
Rl T et e ek P T AN A e oo g B (0 B ol U s Pl T o e Pk
RELEASE: 7.2 WUMGARD HIGHER BDUCATION
=1
[ [ | [ [ T3 [ 1reernar [#i00% = =
istart| e tocal Disk e | g mannerwetisite... | () windoves Media ... | [ 5 internet .- G | = ) ~oi.. | [ B = vimn am

If you are the President, or a Vice President, Assistant/Associate Vice President,
Director, or Administrative Assistant, or Fiscal Officer with multiple
organizations/departments, highlight the Budget Status by Organizational Hierarchy
from the drop down menu and click on Create Query. If you are none of the above
or have only one organization/department under your responsibility, highlight the
Budget Status by Account.



Examples of Organizations/Departments, four-digit number that follows LI:
0207 0210 0215 0318 0601 0253
0260 0405 0409 0414 0417 0423

The following screen will appear:

Adopted Budget — The initial university budget, prior to any adjustments.
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[ Adopted Budget [ Year to Date

" Budget Adjustment ¥ Encumbrances

¥ Adjusted Budget [ Reservations

[~ Temporary Budget [ Commitments

" Accounted Budget [ Available Balance

Save Query as: I

I~ Shared

[ Budget Query | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Site Preferences ]
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Budget Adjustment — Any adjustments to the adopted budget via budget transfers.

Adjusted Budget — Any changes in the budget via budget transfers, the difference
between the adopted budget and budget adjustments.



Temporary Budget — Developed for a specific purpose or reason for a specific
timeframe.

Year to date — This reflects expenditures paid to date.

Encumbrances/Reservations/Commitments — This reflects items that have been
obligated for payment and have been subtracted from your available balance.

Available Balance — The amount of your budget remaining after all budget
adjustments, year to date expenditures, and enc./res./commitments have been
subtracted.

Click on any of the boxes within the Select the Operating Ledger Data to Display as
a Column on your query.

For illustration purposes, we will create a query on the how to view your Adjusted
Budget, Year to date expenditures, Encumbrances/Reservations/Commitments and
Available Balance.

These are the same one’s checked above, and then click on Continue, and the
following screen will appear:
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Click in the Fiscal year box and type in the current fiscal year (2003), and then click
in the Fiscal period (03 — first quarter budget) and type in the period you want to see.
Tab to Chart of Accounts — should always be 1, tab to Fund — LI (Capital Letters —
Local Income Fund), SG — (Capital Letters — State General Revenue Fund) and tab
to Organization and type one of the following:

The President and Vice Presidents have access to these Hierarchy
Organizations:

1000 — Limited to President and Board of Directors
1100 — Division I

1200 - Division II

1300 — Division 111

1400 — Division IV

1500 — Division V

1600 — Division VI — Legal — Has yet to be established.



The Assistant/Associate V.P., Directors, and Administrative Assistants have
Access to the following Hierarchy Organizations:

0200C, 0209C, 0211C and etc.

After you enter the Organization, click Submit Query and the following screen will
appear:
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Personal Information Student m Financial Aid -
Search | El MENU SITEMAP HELP EXIT
Report Parameters

Organization Budget Status Report
By Organization
Period Ending Sep 30, 2002
As of Nov 28, 2009
Chart of Accounts 1 CSU Chart Commitment Type All -
FUND LI Local - Income Fund  Program All
Organization 1000 President and Board Activity All
Account All Location All
Query Results
Organization Organization Title FY03/PD03 Budget FY03/PD03 Year to FY03/PD03 Available
Adjustment Date Balance
1000 President and Board
1100 Division I - President 232,700.25 131,777.62 224,661.21
1200 Division II - Academic Affairs 85,030.28 1,107,539.77 (686,044.19)
1300 Division III - Admin. Affairs 368,683.49 321,085.79 12,869.55
1400 Division IV - Student Affairs 9,443.50 209,412.47 (107,787.37)
1500 Division V - Planning Research & 170,646.75 229,318.38 229,973.34
SP
1600 Division VI - Labor & Legal 34,000.00 27,944.39 (9,390.24)
Affairs §
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At this point, you can click on any highlight Organization and drill down to more
detail.
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Report Parameters
Organization Budget Status Report

By Organization
Period Ending Sep 30, 2002

As of Nov 28, 2009

Chart of Accounts 1 CSU Chart Commitment Type All

FUND LI Local - Income Fund  Program All

Organization 1100 Division I - President Activity Al

Account All Location Al

Query Results

Organization Organization Title FY03/PD03 Budget FY03/PDO03 Year to

Adjustment Date

1100 Division I - President
0200C President’ Office 13,900.00
0207C Office Of Budget 184,812.00
0210C Internal Auditor 37,731.50

N220C CSI Rnard Secretary

FY03/PD03 Available
Balance

( 14,302.09)
183,754.07
23,648.36
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Here are a few examples of the detail.
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Report Parameters
Organization Budget Status Report

By Organization
Period Ending Sep 30, 2002

As of Nov 28, 2009

Chart of Accounts 1 CSU Chart Commitment Type Al

FUND LI Local - Income Fund  Program All

Organization 1100 Division I - President Activity All

Account Al Location All

Query Results

Organization Organization Title FY03/PD03 Budget FY03/PDO03 Year to

Adjustment Date

1100 Division I - President
0200C President’ Office 13,900.00
0207C Office Of Budget 184,812.00
0210CInternal Auditor 37,731.50

N220C.CSI Rnard Serretary

FY03/PD03 Available
Balance

(14,302.09)
183,754.07
23,648.36
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Report Parameters
Organization Budget Status Report

By Organization
Period Ending Sep 30, 2002

As of Nov 28, 2009

Chart of Accounts 1 CSU Chart Commitment Type All
FUND LI Local - Income Fund Program All
Organization 0200C President’ Office Activity All
Account Al Location All
Query Results
Organization Organization Title  FY03/PD03 Budget Adjustment FY03,/PD03 Year to Date FY03/PD03 Available Balance
0200C President’ Office
0200D President’ Office 10,000.00 23,806.54 ( 615.55)
0205D Technology
0206D Economic Development -
4d | »IJ
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At this point, you can click on any organization highlighted to drill down to more

o=
@E: ~ [&] https:jissb?.csu.edufplsipprofbwikrpou P_ReportA?eoas=18fund=LI&program=ginclrev=tadoptedbudg = || 48 | |42 || X | [Live Search o |-
| Eile Edit Wiew Favorites Tools  Help | @yconvert - PR select
¥ dF  @Reporta | | J@'El - deh - o Page + >
Report Parameters =]
Organization Budget Status Report
By Organization
Period Ending Sep 30, 2002
As of Nov 28, 20090
Chart of Accounts 1 CSU Chart Commitment Type All
FUND LI Local - Income Fund Program All
Organization 0200D President’ Office Activity All
Account All Location All
Query Resulis
Or i ion Or i ion FY03/PDO03 FYO03/PDO3 FYO03/PDO3 FY03/PDO3 FY03/PDO3
Title Budget Year to Date Encumbrances Commitments Available
Adjustment Balance
0200D President” Office
0200 President” Office 10,000.00 23,806.54 12,734.51 12,734.51 { ©15.55)
0200GR Grants - President
Office
50200 CWs - Office of =
the President
0200D Rollup 10,000.00 23,806.54 12,734.51 12,734.51 { ©15.55)
Download All Ledger Columns Download Selected Ledger Columns |
Save Query as “
[ Shared =
< I S
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information.
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Report Parameters
Organization Budget Status Report

By Account Type
Period Ending Sep 30, 2002

As of Nov 28, 2009

Chart of Accounts 1 CSU Chart Commitment Type All
FUND LI Local - Income Fund Program All
Organization 0200 President’ Office Activity All
Account All Location All
Query Results
Account Account Type Title FY03/PD03 Budget FYO03/PDO03 Year to FYO03/PDO03 Available
Type Adjustment Date Balance
50 Revenues 0.00 0.00 0.00
60 Salaries & Wages 0.00 674.12 (674.12)
70 Gen. & Admin. 10,000.00 23,132.42 58.57
Expenditures hd
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Report Parameters
Organization Budget Status Report

By Account Type

Period Ending Sep 30, 2002

As of Nov 28, 2009

Chart of Accounts 1 CSU Chart Commitment Type All
FUND LI Local - Income Fund Program All
Organization 0200 President’ Office Activity All
Account All Location All

Query Results

Account Account Type Title FY03/PDO03 Budget FY03/PDO03 Year to FY03/PDO03 Available

Type Adjustment Date Balance
71 Commeodities 0.00 1,230.92 1,021.15
72 Contractual 10,000.00 15,522.03 (711.36)
73 Operation Of Auto 0.00 0.00 0.00
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Report Parameters
Organization Budget Status Report

By Account
Period Ending Sep 30, 2002

As of Nov 28, 2009

Chart of Accounts 1 CSU Chart Commitment Type All
FUND LI Local - Income Fund Program All
Organization 0200 President’ Office Activity All
Account All Location All

Account Type 72 Contractual

Query Results

Account Account Title FY03/PDO03 Budget FY03/PD03 Year to FY03/PD03 Available
Adjustment Date Balance
1200 Contractual Services 10,000.00 0.00 22,893.25
1205 Freight, Express And Drayage 0.00 0.00 0.00
| 1221 R&M Furniture & Office Equip 0.00 1,925.00 ( 2.225.OO)I_lL|
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Report Parameters
Organization Budget Status Detail Report
Summary Year to Date Transaction Report
Period Ending Sep 30, 2002
As of Nov 28, 2009
Chart of Accounts: 1 CSU Chart Commitment Type: All
FUND: LI Local - Income Fund Program: All
Organization: 0200 President’ Office Activity: All
Account: 1221 R&M Furniture & Office Equip Location: All
FUND Type: All Account Type: 72 Contractual
Document List
Transaction Date Activity Date Document Code Vendor/ Transaction Description Amount Rule Class Code
Aug 14, 2002 Oct 04, 2002 10018703 Martin Whalen Company 1,925.00 INET
Report Total (of all records): 1,925.00
AemilaRin Buidnns Balamendf 2 29E AR =
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To view budget transfers, check the following boxes:
Adopted Budget, Budget Adjustment, and Adjusted Budget




To view Revenue Accounts, click the include Revenue Accounts
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Search | EI

Fiscal year: Igggg -

Comparison Fiscal year: INone -
Commitment Type: All

Chart of Accounts
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FUND ||_[
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Qrganization

Grant |
Account |
Program

¥ Include Revenue Accounts
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Fiscal period: 03 =
Comparison Fiscal period: [pjgne =

-

Index |

Activity |
Location |
FUND Type
Account Type

T

Save Query as: |

™ Shared

SITE MAP  HELP EXIT

[ Budget Query | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Site Preferences ]
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To a specific organization or account (1200,1290, 1300, 1400, 1500) do the

/= Budget Queries - Windows Internet Explorer
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Financial Aid

Search Go|

Create a New Query

Retrieve Existing Query

Type [Budget Status by Account =1

Create Query

Saved Query [None

Retrieve Query |

SITE MAP HELP EXIT

RELEASE: 7.2

Done
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Select Budget Status By Account, the click on Create Query and the following
screen will appear:

(_:; Budget Queries - Windows Internet Explorer ;Iglﬂ

@_@ - |g, https:fssb?. csu.edufpls/pprdfbwfkrpywu. P_Budget_Start j % || X ILive Search P~
J File Edit Wiew Favorites Tools Help J %Cnnvert - Select
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Personal Information Student m Financial Aid

Searchl Go SITEMAP  HELP EXIT

[~ Adopted Budget ¥ Year to Date

[v Budget Adjustment [ Encumbrances

[~ Adjusted Budget v Reservations

[T Temporary Budget [/ Commitments

[T Accounted Budget [+ Available Balance

Save Query as:l

[~ Shared

[ Budget Query | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Site Preferences ]
RELEASE: 7.2 ;:Jm HIGHER EDUCATION
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Select the area you would like to view and click on Continue and the following

will appear:
-iolx
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Fiscal year: |2003 vl Fiscal period:
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Grant FUND Type
Account Account Type |
Program
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Fill in the Fiscal Year, Fiscal Period, Chart of Accounts, Fund, and Organization and
click on Submit Query at the bottom of the form and the following screen will
appear.

— Report A - Yindows Internek Explorer =10]x
@:f - |g, https:/fssb7 . csu. edufplsipprdfbwfkrpyu,P_Budget_Start j % *1 (% ILW’E Search R~
J Fle Edit Wiew Favorites Tools Help J %Cunvert - @Select
12? ke E Report & | | J@'m '@'.'_E}‘EEQE' |

Report Parameters

Organization Budget Status Report
By Account
Period Ending Sep 30, 2002
As of Nov 28, 2009

Chart of Accounts 1 CSU Chart Commitment Type All ]

FUND LI Local - Income Fund Program All

Organization 0207 Office Of Budget Activity All

Account All Location All

Query Results

Account Account Title FY03/PDO3 FY03/PDO3 FY03/PDO3 FY03/PDO3 FY03/PDO3 FY03/PDO3

Budget Year to Date Encumbrances Reservations Commitments Available
Adjustment Balance
1200 Contractual Services 1,440.00 0.00 0.00 0.00 0.00 3,307.50
1221 R&M Furniture & 0.00 1,050.00 0.00 0.00 0.00 ( 1,050.00)
Office Equip
1261 Postage And Postal 0.00 10.32 0.00 0.00 0.00 (10.32)
Charges
1274 Danictratinn Foac Tn n nn 1 NEN NN n nn n nn nonn 71 nen nny h
| I
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Click on the highlighted amount and the following screen will appear:

— Report DE - ¥indows Internet Explorer =10
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Report Paramelers
Organization Budget Status Detail Report

Summary Year to Date Transaction Report
Period Ending Sep 30, 2002

As of Nov 28, 2009

Chart of Accounts: 1 CSU Chart Commitment Type: All
FUND: LI Local - Income Fund Program: All
Organization: 0207 Office Of Budget Activity: All ||
Account: 1221 R&M Furniture & Office Equip Location: All

Document List

Transaction Date Activity Date Document Code Vendor/Transaction Description Amount Rule Class Code
Aug 16, 2002 Oct 04, 2002 10018701 Martin Whalen Company 1,050.00 INEI

Report Total (of all records): 1,050.00

Available Budget Balance: { 1,050.00)
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This concludes this training from ITD, Financial Affairs will be providing you with
additional information and training in the future that will help you to utilize this tool
more effectively and efficiently for you particular use.

Now let’s see how we can look at individual categories and determine our remaining
balance:

Check the boxes as indicated below:
Adjusted Budget

Year to date

Encumbrances

Commitments

Available balance

Then Click on Continue

fj Budget Queries - Windows Internet Explorer - |EI X
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Personal Information Student w Financial Aid

Searchl Gol SITE MAP HELP EXIT

I~ Adopted Budget [# Year to Date

™ Budget Adjustment [ Encumbrances

v Adjusted Budget [ Reservations

[~ Temporary Budget [ Commitments

I~ Accounted Budget [# Available Balance

Save Query as: |

I~ shared

[ Budget Query | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Site Preferences ]

. owered by
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And the following screen will appear:



/= Budget Queries - Windows Internet Luplorer =l =]

@..\ + [&] hteps:jfssh7.canndufplr P_Budget_Srart =) & || 4] o< | Jove search .
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Fincal year: [z003 =] Fiscal period:
ris

Com un Fiscal year: [None =] Comparison Fiscal period:
Commitment Type: [an -]
Chart of Accounts 1 Tndex

FUND I Activity I
organization I 0200 Location

Grant | [ _FuND Tvpe
Account [ Accoun t Type
Program_| —

- tud

Save Query as: |

]I

— shared

Submit Query

[ Budget Query | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Deocument | Site Preferences ]
e - powared by
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Enter the Fiscal Year, Fiscal period, Chart of Accounts, Organization and Account Type:

Account Types are as follows:
Commodities 71
Contractual 72
Operation of Auto Equipment 73
Travel 74
Permanent Improvement 75
Equipment And Library Books 76
Telecommunications 77

Then click on continue.

The following screen will appear:



/= Report A - Windows Internet Explorer ol x|
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Report Paramelers
Organization Budget Status Report

By Account
Period Ending Sep 30, 2002

As of Nov 28, 2009

Chart of Accounts 1 CSU Chart Commitment Type All
FUND All Program All
Organization 0200 President” Office Activity All
Account All Location All
Account Type 72 Contractual

Query Results

Account Account Title FY03/PDO3 FYO03/PDO3 Year FYO3/PDO3 FY03/PDO3 FY03/PDO3
Adjusted Budget to Date Encumbrances Commitments Available Balance
1200 Contractual Services 22,893.25 0.00 0.00 0.00 22,893.25
1205 Freight, Express And 0.00 0.00 0.00 0.00 0.00
Drayage
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Any questions?
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