PROCEDURE FOR UPDATING THE LEGAL EDITS TABLE
1.0 Purpose
To establish a procedure for the periodic update of the Legal Edits Table and the timely communication of those changes to the campuses.  The systemwide Legal Edits Table is maintained centrally at the Chancellor’s Office and is downloaded into PeopleSoft CFS each night by an automated process.  The Legal Edits table is used to determine the validity of CSU fund and FIRMS object code combinations used by campuses in recording transactions.
2.0 Scope
This procedure applies to the maintenance of the Legal Edits Table by the Chancellor’s Office (CO), including the processing of requests for additions from the campuses.

3.0 Responsibility
The Systemwide Financial Standards and Reporting Department (SFSR) at the Chancellor’s Office is charged with the responsibility for maintaining the Legal Edits Table and ensuring this procedure is followed.
4.0 Procedure
4.1 Adding valid combinations
4.1.1 The SFSR may add valid combinations based on the external and internal requirements of the CSU, including requirements set forth in the state Uniform Codes Manual (UCM), SCO accounting instructions, the CSU GAAP Manual, the Integrated CSU Administrative Manual (ICSUAM), CSU coded memos, and FSAC decisions.
4.1.2 If campuses identify combinations of CSU fund and FIRMS object code that are not available in the Legal Edits Table, but which they believe should be valid combinations in order to post transactions properly, they may propose the addition of a combination to the table by sending an email request to the Financial Systems & Reporting Analyst (schen@calstate.edu), with a copy to the Internal Control & Compliance Manager (rmcniel@calstate.edu).  The request must specify the FIRMS object code proposed for use in a particular CSU fund and must provide a complete reason for the request.
4.1.3 The request will be evaluated by SFSR personnel based on existing accounting policy and the overall reporting needs of the system rather than an individual campus.  The evaluation period will vary depending on the complexity of the issue represented by the request.  Requests requiring a new account policy or the re-evaluation of an existing one may need to be referred to FSAC for further discussion and/or approval.  
4.1.4 The results of the SFSR evaluation will be communicated to the requesting campus by the Financial Systems & Reporting Analyst via email.  If the request is being granted, the analyst will update the Legal Edits Table and will confirm the addition in the email.  If the request is being denied, the analyst will provide the reason in the email.  
4.2 Deleting combinations from the table
Accounting policy changes or re-evaluations of existing combinations of CSU fund and object code may result in the CO’s decision to invalidate a combination.  Campuses will be given notice via email from the Financial Systems & Reporting Analyst of such decision and will be provided the effective date of the change.  The CO will provide notification as far in advance as is reasonable considering the nature of the change and the impact the change will have on campus accounting procedures

4.3 Correcting table combinations

In the event the CO identifies an error in the table requiring correction, the campuses will be notified via email from the Financial Systems & Reporting Analyst of the needed action and the effective date of the change.
4.4 Communication after FIRMS updates are completed
Table updates become effective the day following the date the change was entered by the CO. Campuses, other than the requesting campus, will not receive an email reporting changes to the table.  Instead, changes will be reported at the SFSR website (http://www.calstate.edu/sfsr/FIRMS_Current_Year_Changes/) on the FIRMS Current Year Changes page.  The page provides links to 3 Excel worksheets, one for changes to CSU funds, one for changes to object codes and a third for changes to the Legal Edits Table.  These worksheets report all additions, deactivations and corrections, and include the date FIRMS was updated, the effective date of the action, and the reason for the change.  Should an update require a more detailed explanation, the change will be both posted to the website and more fully described in a system-wide email. 

It should be noted that changes to transfer in/out and due to/from object codes will generally be excluded from the files described in the preceding paragraph since they frequently only impact the requesting campus.

4.5 Update of the Legal Edits Table posted at the SFSR website
In addition to the Legal Edits Table residing in CFS, the CO provides an Excel version at its website http://www.calstate.edu/sfsr/standards_and_rules/.  The table can be accessed by clicking the first bullet under Standards and Rules at the link provided.  It will be updated concurrent with updates made in CFS.  No additional notifications, other than what is provided in these procedures for updates to the CFS table, will be made in connection with updates to the Excel table.
4.6 Questions Concerning the Legal Edits Table and This Procedure
Questions may be directed to the Financial Systems Reporting Analyst via email with a copy to the Internal Control & Compliance Manager.
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