
Adding a new Chartfield 1 (CF1) or Chartfield 2 (CF2) 
value in the BFS: 
This document provides step-by-step instructions to create new CF1/CF2 values in the Berkeley Financial System (BFS). For detailed information on 
CF1/CF2 fields, attributes and codes that can be created by department users, refer to the guidelines defined in the Chart of Accounts page at the 
following link: 

https://controller.berkeley.edu/accounting-and-controls/financial-reporting/chart-accounts 

Adding a new CF1 value: 

To begin, sign into the BFS system and the BFS Homepage: 

1. Click on the “Chartfield Maintenance” tile and select “Chartfield 1” field. 

              

 

2. Click on “Add A New Value” Button  



 

 

3. “ChartField 1”: Assign a CF1 value (maximum length is 6 characters). CF1 codes for a departmental value begins with the 2-character 
department prefix and can be alphanumeric.  
 
See link for more details on CF1 values, and Departmental Codes, Campus Management Codes,  Plant Project Codes, UC Systemwide 
Program codes. 
 

 

https://controller.berkeley.edu/accounting-and-controls/financial-reporting/chart-accounts


 

4. Click ‘Add’. 
 

5. Input the CF1 effective date . 
 

6. Input the ‘Description’ (maximum 30 characters).  
 

7. Input the ‘Short Description’ (maximum 10 characters). 
 

8. Click on the ‘Attributes’ field.  



 

 

9. Attribute: select an attribute from the list (see details listed below) and select OK. For questions & guidance related to C&G funds & related 
attributes, reach out to Contract & Grants Accounting at cgahelp@berkeley.edu. 

 



 

 

CF1 Attributes: 

The following is a list of CF1 Attributes. If none of the available values are applicable, “NON-C&G ATTRIBUTE” should be selected. 

• COST SHARE - used to describe cost share 

• FABRICATION - used to describe fabrication 

• FUND YEAR - used to describe funding period 

o When FUND YEAR is selected, an Attribute Value defining the year (year 1, year 2) must also be selected. 



• NON-C&G ATTRIBU - used when CF1 is not used for C&G funds 

• PI/FACULTY - used for PI/Faculty/Collaborator. 

• PROGRAM INCOME - used to describe program income 

• TASK/DELIVR/PHA - used to describe task/deliverable/phase 

• NONE OF ABOVE - used for a C&G fund when none of the others apply 

• SYSTEMWIDE PROG - used to track activity for UC systemwide programs. For instructions on assigning the systemwide attribute to CF1 
values – see CCOA Systemwide Program CF1 Attributes Job Aid 

 

10. ‘Chartfield Attribute Value’ is a required field if you choose Cost Share, Fund Year, PI/Faculty, Program Income, RBRLWR or Systemwide 
Program as the ‘Attribute’.  Make the appropriate selection based on the list of available values for this field. 

https://controller.berkeley.edu/sites/default/files/ccoa_systemwide_program_cf1_attributes_job_aid.pdf


 
 

11. Click ‘Save’ to add the CF1. 

 

 

 

 

 

 



Adding a new CF2 
1. Click on the “Chartfield Maintenance” tile and select “Chartfield 2” field. 

 

 
 
 
 

2. Click on “Add A New Value” Button 



 
3. ChartField 2: Assign a CF2 value (maximum length is 5 characters).  The field can be alphanumeric. 

 
4. Click ‘Add’. 

 



 

5. Input the CF2 ‘Effective Date’. 
 

6. Input the ‘Description’ (maximum 30 characters). 
 

7. Input the ‘Short Description’ (maximum 10 characters). 
 

8. Click on the ‘Attributes’ field. 

 

 



 

 

 

 

 

 

 

 



9. Select the appropriate attribute from the list (see details below) and click ‘OK’. For questions & guidance related to C&G funds & related 
attributes, reach out to Contract & Grants Accounting at cgahelp@berkeley.edu. 
 

 

 

 

  

mailto:cgahelp@berkeley.edu


CF2 Attributes: 

All CF2 values must have an Attribute. The following is a list of CF2 Attributes: 

• COST SHARE - used to describe cost share 

• FABRICATION - used to describe fabrication 

• FUND YEAR - used to describe funding period 

• NON- C&G ATTRIBU - used when CF2 is not used for C&G funds 

• PI/FACULTY - used for PI/Faculty/Collaborator. When PI/FACULTY is selected an Attribute Value must also be selected – click the 
Lookup icon in the Attribute Value field and select the name/employee ID for the individual this CF2 value describes. 

• PROGRAM INCOME - used to describe program income 

• TASK/DELIVR/PHA - used to describe task/deliverable/phase 

• NONE OF ABOVE - used for a C&G fund when none of the other attributes apply 

 

10. ‘Chartfield Attribute Value’ is a required field if you choose Cost Share, Fund Year, PI/Faculty as the ‘Attribute’.   
 

11. Click ‘Save’ to add the CF2. 

 

Inactivating a Chartfield 1 (CF1) value in the BFS: 
These instructions can also be used to inactivate a CF2. 

Run the COA Inactivation report and refer to the COA Inactivation guide to check for any open items before inactivating a CF1 or CF2 value. Open items 
must be cleared before the CF1/CF2 value can be inactivated, see the ‘User Guide’ by navigating to the COA Inactivation Report in this link.(link) 

 

https://bfs.is.berkeley.edu/psc/bfsprod/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?CONTEXTIDPARAMS=TEMPLATE_ID%3aPTPPNAVCOL&scname=ADMN_UCB_CHARTFIELD_MAINTENANC&PanelCollapsible=Y&PTPPB_GROUPLET_ID=UC_CHARTFIELD_MAINT_NAV&CRefName=UC_CHARTFIELD_MAINT_NAV


 

 

1. Click on the “Chartfield Maintenance” tile and select the Chartfield 1 field. 

 
 

2. Select the CF1 to be inactivated. 



 
 

3. Click on ‘Include History’.   
 

4. Click on the ‘+’ sign to add a new row. 



 

 

 

5. Status: change the status from ‘Active’ to ‘Inactive’. Update the ‘Effective Date’ on the new row. Click “Save”. 
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