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1.0 INTRODUCTION 
 
Cal Poly uses Trees for three purposes, combination editing, year-end close and 
NVision.  Trees allow us to streamline processes and make maintenance 
relatively easy.  The trees used at Cal Poly need to be created when a business 
process calls for it, maintained in current fiscal years and audited every month to 
ensure accuracy of the trees. 
 
2.0 General Information 
 
 2.1 Creating Trees 
 
All trees are created with the “All Detail Values in this Tree” box checked.  You 
will need to choose the Structure ID based upon what type of tree you are 
creating.  In this example we are creating a fund tree so the structure is Fund. 
 
PeopleTools>Tree Manager 
Create New Tree 
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PeopleTools>Tree Manager 
Create New Tree>Performance 
Option 

The performance options should be set as they are below. 
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PeopleTools>Tree Manager 
Create New Tree>Define Tree 
Levels 

You will need to define the tree levels based upon the 
structure of your tree. Ex: Department Tree 
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All trees are created with the effective date of 06/30/XX with the year being the 
end of the current fiscal year.  For example, if you are creating a tree for the 
fiscal year of 2004 the tree date would be 06/30/05.  We have chosen this 
effective dating so that we can maintain integrity within the trees and the 
chartfields that are represented within them.   
 
 2.2 Copying Trees 
 
At the end of each year new trees need to be created for the new fiscal year.  To 
do this you will need to copy the existing tree. 
 
PeopleTools>Tree Manager 
Tree Utilities>Copy/Delete Tree 

Check the tree that you want to duplicate and press copy. 
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PeopleTools>Tree Manager 
Tree Utilities>Copy/Delete Tree 

After copying the tree you will need to update the tree 
definition.  The effective date should reflect the new fiscal 
year. 

 

 
 
 2.3 Auditing Trees  
 
Every month the current fiscal year trees should be audited to ensure that they 
are still valid trees.  This audit will tell you if there are any chartfields left off the 
tree.  The trees need to be current and valid for them to be able to be used in the 
daily processing at Cal Poly. 
 
PeopleTools>Tree Manager 
Tree Utilities>Audit Tree 

You can run this process for all trees by marking the “All 
Trees” box or you may run it by tree name 
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Trees are not functioning unless they are some how associated to a process or 
are utilized in various ways.  At Cal Poly we use trees in three different ways the 
following sections describe the specific uses of trees at Cal Poly. 
 
3.0 Combination Editing 
 
Combination Editing is a tool used to help maintain the accuracy of all financial 
transactions processed at the University.  There are many reporting and legal 
requirements that need to be met.  Combination Editing allows us to stop any 
inaccurate information from getting into the system based on these rules.  Trees 
are used for efficiency in setting up the Combination Rules. For more information 
about Combination Editing please refer to the Combination Editing Process 
Guide. 
 
 3.1 Fund Legal Edit Tree 
 
The fund tree identifies funds by fund processing types.  The Fund Legal Edit 
Tree has the Fund Processing Type as a node.  This tree will be set up with “all 
detail values required”.  Every campus PeopleSoft Fund Code chartfield value 
should be added to this tree.  The effective date of this tree is 06/30/XX.  Every 
fiscal year a new tree should be added.   
 
 
PeopleTools>Tree Manager 
FUND_LEGAL_EDIT 

The FUND_LEGAL_EDIT tree details People Soft funds 
by their fund processing types. 
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The Chart of Accounts Business Process Guide details when this tree need to be 
updated. 
 
 3.2 Legal Edit Tree 
 
The Legal Edit tree uses Account Group as a node.  An Account Group is 
defined as a group of object codes (PeopleSoft Accounts) that share the same 
edit requirements and/or rules.  This tree will be set up with “all detail values 
required”.  Every PeopleSoft Account chartfield value should be added to this 
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tree.  The tree should be maintained with a 06/30/XX effective date.  A new tree 
should be added each fiscal year. 
 
PeopleTools>Tree Manager 
LEGAL_EDIT_TREE 

The LEGAL_EDIT_TREE tree details People Soft 
accounts by their account group. 
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 3.3 Project Tree 
 
The project tree identifies by group the Cal Poly projects that are used in our 
daily processing of transactions. 
 
PeopleTools>Tree Manager 
PROJECT 

The PROJECT tree details People Soft projects by the 
definitions outlined by Cal Poly. 
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The Chart of Accounts Process Guide gives further information on the creation 
and use of projects on campus. 
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 3.3 Program Tree 
 
Programs at Cal Poly are used to further classify transactions. 
 
PeopleTools>Tree Manager 
PROGRAM 

The PROGRAM tree details People Soft projects by the 
definitions outlined by Cal Poly. 

 

 
 
 
 3.4 Department Tree 
 
Departments are used to classify transactions by who is making the purchase 
etc.  Departments are also used in helping Cal Poly report to the Chancellors 
Office through FIRMS reporting.   
 
PeopleTools>Tree Manager 
DEPARTMENT 

The DEPARTMENT tree details People Soft projects by 
the definitions outlined by Cal Poly. 
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 4.0 Year End Close 
 
There are two trees that are used for the fiscal year end close process.  These 
trees need to be updated and maintained before you run the fiscal year end 
close.   

 
4.1 YE_END_CLOSE TREE 

Cal Poly has identified six different fund balance accounts to which various funds 
close their nominal accounts.  An additional category is defined –Reverted – to 
which funds are assigned that have reverted at year end.  This is done so that we 
can set our tree so that it edits that ALL funds are on the tree.   
Note:  1). As appropriated funds revert, they will need to be moved to the 
Reverted category. 
 
2). Fund ZZ013 - GFAAG – does not “close” at year end.  However, with the tree       
definition set to include all detail values, this fund needs to be included.  It is 
excluded from the rules as detailed in the next section of this document. 
 
PeopleTools>Tree Manager 
YE_END_CLOSE 

The YE_END_CLOSE tree details which funds will close 
their balances to which fund equity account. 
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4.2 YE_END_CLOSE_ROLLFORWD TREE 
 
As mentioned earlier, certain funds are required to carry forward their nominal 
Revenue and Expenditure account balances to the New Year. In other words, 
after closing revenue and expenditure balances to the appropriate fund balance 
account (as detailed in the above tree), these same accounts will roll forward 
their balances to period 0 of the next fiscal year.  The balances in period 0 will be 
cumulative over the years as a fund remains active.  This is done so that all 
cumulative reporting of an appropriated fund can be done from the current 
PeopleSoft Fiscal Year. 
 
 
PeopleTools>Tree Manager 
YE_END_CLOSE_ROLLFORWD 

The YE_END_CLOSE_ROLLFORWD tree details which 
funds will be rolling their balances forward to the new 
year. 
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Note that the type of funds which roll forward are the appropriated funds (GF and 
Minor Capital Outlay) and Perkins loan fund (for federal reporting purposes, this 
fund is required to report life-to-date activity in various accounts and that is 
accomplished by using the roll forward functionality).  In addition, any enterprise 
or trust funds that are established for a particular project that has a life greater 
than one year can be rolled forward so that project to date reporting can be done. 
 
All funds that are reverting should be brought up to the NO section at year end.  
You should ask the owner of any non-appropriated funds that are being rolled-
forward if that fund still needs to be active in the following year along with 
whether there are any funds that should have Revenue and Expense rolled 
forward for project reporting. 
 
 
 
5.0 NVision Trees 
 
The DeptNVision Tree is used to know which funds to include or exclude from  
reporting. 
 
PeopleTools>Tree Manager 
DEPT_NVISION 

The DEPT_NVISION tree details which funds will be 
rolling their balances forward to the new year. 
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Funds included in the Yes node are funds that the departments are responsible 
for overseeing.  This includes Current Year general fund and any trust funds that 
are the departments’ responsibility for overseeing.  This tree needs to be created 
at the beginning of every fiscal year with the effective date of 06/30/XX.  At this 
time there needs to be analysis of which funds should be added to the yes tree 
and which ones should be moved to the no tree.  We have to have yes and no 
nodes because as stated earlier all trees require all values.   
 
 
 


