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Overview

This business process guide demonstrates how to reconcile your monthly ProCard statement, print your report
and view your transactions and history. The ProCard module within the Common Finance System (CFS) is
used to record detailed descriptions of ProCard charges, make adjustments to chartfield distributions, and
review historical data.

ProCard university credit cards are issued to employees who have the responsibility of ordering goods for their
department. Cardholders and their Approving Officials are to refer to the Procurement Card Handbook for
program guidelines.

Once a month, USBank produces a file of all ProCard charges made for that specified time period. That file is
loaded into the CFS ProCard module by Operations, Support, and Innovations (OSl). After the file is
downloaded, cardholders are notified by the ProCard via email that their statements are ready for review. Due
dates for ProCard statement processing are as follows:

1. On or about the 15" of each month, cardholders are notified via email that their ProCard statements are
ready for reconciliation in CFS.

2. By the 3" day after statements are loaded, cardholders must have reconciled their ProCard statements
in CFS and save their ProCard Statement and receipts/backup documentation into one file.

3. By the 5™ day after statements are loaded, Cardholders and their Approving Officials must
electronically sign the ProCard Statement in Adobe Sign. The completed and signed ProCard
reconciliation, matching receipts/backup documentation are submitted to the shared Google Drive.

The current schedules for Procard/DBC can be found below:
e ProCard 2023 Schedule
e Declining Balance Card 2023 Schedule

Training

The Cardholder is required to complete Procurement Card Training with the Program Administrators. This
session provides an overview of policies/guidelines related to the university as well as the services they
provide to the campus. The Cardholder may have to be granted access to the CFS system if not already set
up, by submitting a DAR form to Operations Support and Innovations (OSI) at osi@csumb.edu.
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https://csumb.edu/media/csumb/section-editors/administration-and-finance/finance/Procurement-Card-Handbook_Rev02_2022.pdf
https://csumb.edu/media/csumb/section-editors/administration-and-finance/finance/2023-2024-ProCard-Schedule---2020-2021.pdf
https://csumb.edu/media/csumb/section-editors/administration-and-finance/finance/2023-2024-DBC-Schedule.xlsx---2022-2023.pdf
https://csumb.edu/media/csumb/section-editors/employees/9bsCqq9QKWaS2dSnyuXX_CFS-DAR-062020.pdf
mailto:osi@csumb.edu

Section 1: Reconcile ProCard

This section demonstrates searching for your ProCard statement, adding detail descriptions to each of the
transactions, and changing chartfields/creating split chartfields, if needed.

1. Log into CFS from the CSUMB
Dashboard.

2. After successfu%)gging into

CFS, click the NavBar
icon in the homepage.

Dashboard

Zoom Adobe Sign CalState S4  Tech Support (IT Tickets) Kuali Research
Business Reporting (OAS) MyRaft OnBase SumTotal CFS Panopto
Canvas OReilly Tech Books Google Mail Google Drive Google Calendar
CSUMB Data Warehouse ArcGIS Otter Online OtterReady Pivot
CBMBPSA_Greyheller HBMBPSA Streemg, MyHoucing OASIS

CMs Employee Resources Finance Data Wary

Advising Portal Registerblast NEQED

Logout

Apply

Explore  Give = Menu

More Apps 4

Edit order

Additional apps

FCFSPRD
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NavBar menu displays.

3. Clickonthe v |

The Navigator menu displays
the modules a user has access
to.

4. Select CSU ProCard module.

5. Inthe CSU ProCard module,
select Use & Inquiry.

)

Recenily Visited

Qo

Fanoriles

My Preferences

LR
TR

Regular Er:‘.r;

MNavBar: Menu '@'
E CEU Fixed Asset Entries H
E CSU Investrmant Distribution >
@ [ E CSU ProCard > |
[Empies E CSU Reporting Solution 3
MavBar: Menu @'
. Menu
o C 5l ProCard

Aderm

Recenlly Wisited .

O E Use & Inquiry

Favoriles
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6. In Use & Inquiry, select NavBar: Menu
ProCard Adjustment.

Menu » CSU ProCard

Mer Usze & Inquiry

I = ProCard Adjustment

Recenlly Visted = ProCard Completed Inquiry

The ProCard Adjustment page
displays. ProCard Adjustment

b Enter any information you have and click Search. Leave fields blank for a list of all v
7. Enter criteria:

I Find an Existing Value

e Business Unit: MB000
w Search Criteria

e Origin: Enter USB for

ProCard Business Unit | = | MB00O Q
Origin ‘ begins with v‘ ‘ Q

e Last Name: Enter )
Invoice Date | = v| |

cardholder’s last name.

Last Name | begins with V| |

o First Name: Enter
cardholder’s first name First Name ‘ begins with v‘ ‘
(optional).

Invoice Number | begins with V| | |

(JCase Sensitive

Basic Search & Save Search Criteria

8. Click the Search button.

9. Search results will be View All L

displayed oldest to newest.
Click Invoice Date to

Business Unit Origin Invoice Date Last Name First Name Invoice Number Cardmember Number

update filter to newest MB00O USB  04/21/2011 PC
populating first. MB000 USB | 04/21/2011 PC
If your search produces MBO00O USB | 05/21/2011 PC

multiple results, click the
hyperlink for the name or
statement you wish to view.
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ProCard Adjustment page
displays.

Sections:

e The Header provides basic
information about the
statement such as the
origin, Cardholder’'s name
and Otter ID login #,
Invoice #, Invoice date,

ProCard Adjustment

Business Unit: MB00O ProCard Origin: —-C Name:
Invoice:  DB10230002 Invoice Date:  10/09/2023  Total: 5471
Attachments

Attachment 1
Add Attachment

Attachment 2

Attachment 3

Attachment 4

&  Process Monitor

Transactions |E| of 1 w | View Al
and Statement total.
Supplier Name: ERAC TOLL 561802685 State:  NJ S Reconciled
Transaction Date: 09/18/2023 Merchandise Amount: 54.71
[ ] AttaChmentS DO I"IOt Description: Tolls fees from travel to Burlington, VT 7/11-7/16/2023 e
attach any documents. /
This feature is not used by _— ““ Enaracers emanne
CSU MB' [ Equipment OTax [ORegistration [ Printing/Promo O Computer
O Service O Hospitality COther O Disputed O Travel
e Transactions: Displays —
istribution
the charges posted to the ®[a L .
statement. Information ——
|ncludes the Suppller GLBUSi"L?:; *Account *Fund DeptiD Program Class Project Distrib. Amt.
name, trar:lsaCtlon date’ 1|mBooo @ [sese0 Q| [Toes @ e Q| al | al | Q| | 5471 |T| |?|
merchandise amount and -
a general description. Pa——
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Transactions section-

10. Description: (Required).
Delete data in this field and
add your description of what
was purchased.

The Description field can be

used to include information franssetions Q][] «] zef3 | View Al
such as: Supplier Name: ASSOCIATION OF OUTDOOR State: Ml Ca res
Transaction Date 09/29/2023 Merchandise Amount: 500.00 N
. . . escription: AORE Conference Registration 34
e product description if peseret o
recelpt deSCFIptlon |S 226 characters remaining
Vague Reference # ‘
O Equipment O Tax CIRegi ) ClPrinting O Computer
O Service DHospitality ClOther [IDisputed O Travel
e activity name/description
Distribution
. = | View
e business purpose for Y e
purChase GL Business  -nccount “Fund DeptiD Program Class Project Distrib. Amt.
1|wBooo Q@] [esooos Q| [TLoos & |14 Q| al | al | Q| \ s0000| [+ [ =]

e Event name this
purchase went
toward

Previous in List l I Next in List l

i Return to Search l

Note: For Catering or ANY
food expense, including pre-
packaged food attaching a
Catering/Food Expense Form
to monthly reconciliation
packet is REQUIRED.

Disputed Checkbox: Select
box only if you are disputing a
charge with US Bank. Please
select AFTER you have
contacted US Bank.

It is the cardholder’s
responsibility to report
guestionable or fraudulent
charges to the bank.

All other checkboxes: Select
other checkboxes as
applicable to the charge.
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https://csumb.edu/media/csumb/section-editors/administration-and-finance/finance/Catering-Form_Rev2022.pdf

11.

e Distribution: The default
chartfields displayed are
ones specified by
cardholder in their
ProCard application.

The chartfield string are:

o Account (Required)

e GL Business Unit
[MB000] (Required)

¢ Fund (Required)

e DeptID (Required)

o Program (Optional)

e Class (Optional)

¢ Project (Optional)

If needed, change the

chartfield information. The

change can be a split

distribution if there is more

than one chartfield string
paying the expense.

By default, one transaction
displays. To review next

transaction, click the
Right Arrow icon

or

to see all charges for the
statement, click the View All
hyperlink.

View All

| View Al

Transactions ‘ Q‘ ‘ 14 || 4 H 30f3 V|
Supplier Name: ASSOCIATION OF QUTDOOR State: M| _
[JReconciled
Transaction Date: 09/29/2023 Merchandise Amount: 500.00
Description: ACRE Conference Registration <4
4
226 characters remaining
Reference #: ‘
O Equipment OTax OReg OPrinting, O computer
O Service [Hospitality COther [Disputed O Travel
Distribution «e—
KIEY
GL Business =A “Fund DeptiD P o Proi Distrib. A
Unit ccount un eptl rogram lass roject istrib. Amt.
1 [wBooo Q| [esooos Q@ [Toos Q| [mae A | al | al | Q| \
l Return to Search l Previous in List ] I Next in List l
Transactions |Q‘ []] «|[30r3 +]
Supplier Name: ASSOCIATION OF OUTDOOR State: M| a
[JReconciled
Transaction Date: 08/29/2023 Merchandise Amount: 500.00
Description: AORE Conference Registration 2
2
226 characters remaining
Reference #: |
O Equipment OTax O Registration O Printing/Promo O computer
[ Service [ Hospitality [ Other [CIDisputed O Travel

50000 ‘E| |E‘

View All
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Field Description List: ProCard Adjustment page (above)

Field Name Description

Business Unit MBO000

ProCard Origin USB

Invoice Date The billing statement date.

Total The total amount for the ProCard used in this billing cycle.

Vendor Name

The vendor who was paid for this transaction.

Transaction Date

The date of the charge.

Merchandise Amt

The amount of the charge for each transaction.

Description

A description of what goods were purchased. This is a required field.

The Description field should be used to include information such as product
description if receipt description is vague and business purpose or
justification for purchase.

Disputed (Checkbox)

This is for informational purposes only. Select this checkbox only if you are
disputing this charge. The disputed charge will still be paid. It is the
responsibility of the cardholder to obtain a credit from the vendor.

Distribution

This is the default chartfield string requested by the cardholder. The
cardholder may make changes to any of the chartfields during the ProCard
reconciliation.
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Create a Split Distribution (if
applicable):

15. Scroll down to the
Distribution section of the
appropriate transaction.

16. Click the L ¥ Add icon
on the distribution line.

Note: To delete a line,

click |:| Minus icon.

Distribution Line 2 added.

17. To view all lines of the split
distribution, click the View
All hyperlink.

18. Enter the chartfields for the
second distribution.

Enter the Distribution
Amount.

Note: The sum of
Distribution Amount has to
equal the Merchandise
Amount.

19. Click the Save button.

Distribution
‘E‘ ‘E‘ of1 ~ | Viewan
GLBUSinLT:ii *Account *Fund DeptiD Program Class Project Distrib. Amt.
1 [msooo @l [esooos Q| [Toos @l [ al | al | al | al | s0000] [+ [ =]
Distribution
‘Ei‘ ‘?‘ 120f2 v | ViewAll
GLEuSi"E:; “Account “Fund DeptlD Program Class Project Distrib. Amt. T
1 [mBooo Q| [esooos @ [mooe @] [ms Q| al | al | Q| | 500.00 |T‘ |i‘
2w o] [ al[  a][ al a][ a][ & [ ow[+][-]
Transactions |§‘ [1][«][3ora v View Al
Supplier Name: ASSOCIATION OF OUTDOOR State: M|
OReconciled
Transaction Date: 09/29/2023 Merchandise Ameount: 500.00
Description: AORE Conference Regisfration &

226 characters remaining

Reference #: |

[ Equipment O Tax O Registration OIPrinting/Promo [JComputer
O service O Hospitality O other ODisputed O Travel
Distribution
|Ei‘ |€‘ -2 oy v | ViewAll
€L Busmﬁi “Account “Fund DeptiD Program Class Project Distrib. Amt.
1 mBooo Q| [esooos Q| [Toos Q] [14s Q] | al | al | Q] ‘ 45000 ‘T| ‘i‘
2 [MBooo Q| [esoos0 Q| [Toos Q| [ Q] | al [wo01 Q| | Q| \ 5000, ‘T| ‘?‘
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Section 2: Save ProCard Statement

This section demonstrates how to save the ProCard Statement for Cardholder’s and Approving Official’s

electronic signature.

1. Inthe ProCard Adjustment

page, click the =¥

Printer icon.

2. Click the Process Monitor
hyperlink.

The Process List page
displays.

3. Click the Refresh button
every few seconds until:

e Run Status is
Success.

e Distribution Status is
Posted.

4. Click the Details hyperlink.

ProCard Adjustment

Business Unit:

SJ000 ProCard Origin: USB Name: #
& Py P
Invoice: PC Invoice Date:  (08/22/2022 Total: 758.41 & ifocess Moor
Attachments
- Attachment 1
Add Attachment |
— ! Attachment 2
Attachment 3
Attachment 4
ProCard Adjustment
Business Unit: SJ000 ProCard Origin: USB  Name: #
Invoice: PC Invoice Date: (082272022 Total: 758.41 @ Hroces=hiot
Attachments
- Attachment 1
Add Attachment
Attachment 2
Attachment 3
Attachment 4
Process List | Server List |
View Process Request For
UserID |80 al  Type | v |t v | 1 [pas v| 7 Reman |
Server | v] Name | Q| Instance From | | instance To | | Glear
~ Process List
EIEY o v iew i
Select Instance  Seq. Process Type Process Name  User

24537174 SQR Report

CSUPO00S

80

Run Date/Time

12/08/2022 10-04-03AM PST

\Run Status Q{:w:“““" Yemils Actions

Success Posted Details ¥ Actions

tut_cfs_procard_recon
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The Process Detail page
displays.

5. Click the View Log/Trace
hyperlink.

The View Log/Trace
displays.

6. Click the PDF document
hyperlink.

Process Detail

Process
Instance 24537174 Type SOR Report
MName CSUPC008 Description ProCard Statement
Run Status  Success Distribution Status  Posted
Run Update Process
Run Control 1D 002 Hold Requeat
Location Server Cuieue Heqiest
Cancel Request
Server PSUNX
Delete Request
Recurence Re-send Content Restart Request
Date/Time Actions
Parameters Transfer

Request Created On
Run Anytime After
Began Process At
Ended Process At

View Log/Trace

Report

14561018
CEUPO0DE

Success

Report ID
Name

Run Status

ProCard Statement

Distribution Details

Distribution Node FCFSPRD

File List
Name

SQR_CSUPO00E_24537174.log

csupol08_24537174.PDF

csupol0d_24537174.out

12/08/2022 10:04:03AM PST
12/08/2022 10:04:03AM PST
120872022 10:04:224M PST
12/08/2022 10:04:36AM PST

Process Instance

Process Type

Expiration Date

File Size (bytes)

1,798

5,154

333

24537174
SOR Report

Mezsage Log

Eatch Timings

Message Log

01/2272023

Datetime Created
12/08/2022 10:04:36.1288094M PST
12/08/2022 10:04:36.128309AM PST

12/082022 10:04:36 128809AM PST

tut_cfs_procard_recon
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The ProCard statement

displays.

7. Inweb browser, either print
or save report to your
computer as a PDF.

Cal State Univ - Monterey Bay

US Bank ProCard
Business Unit: MB00O Invoice Number: PC(
Account Name: Invoice Date:  April 18, 2023
Origin: USB Total Amount: § 7,22243
Tran Dt Supplier St LineAmt Description Reference Pur Cat Upd By Upd Bt Disp  Recon
Distrib Ln# BU/GL Acet Fund Dept Prgm Class. Proj Amount
1 /23 FRIPTY ™ 4,039.20 supplies national Praxis 04/18/23
exam, study guides
1 MBO0OD H60003 THOOL 1026 H12 4,039.20
Total Distribution
2 032223 CSU-MBCATERING CA ce Illu ation 1823
rogram review
1 MBOOD GOOK2: THOOL 1026 GOz
Total Distribution
3 0324723 IN *NATIONAL STUDENT EXCH 1A 61820 NSE Students placed in March 04/18/23
2023 conference
1 MBOOD HOHO00% TPI58 1169 K03 61820
Total Distribution 61820
4 AMZN MKTP US*H76404111 WA supplies 04/18/23
1 MBOOD 660003 THOO0L 1026 HI12 2831
Total Distribution |31
5 033023 AMZN MKTP US*HY99852J0 WA 1747 supplies P 04/18/23
adapter/M.Flores
1 MBOOD 660003 THOOL 1026 H12 1747
Total Distribution 1747
6 0404/23 CSU-MBCATERING CA Illustration 04/19/23
THOOL 26 GOz
Total Distribution
T 0407723 AIRC MD B 041823
1 MBOOD GOOR04 THI05 1169 Kot H00.00
Total Distribution 60000
& 041/23 STICKER MULE NY 639.11 supplies -Sciemce Illustration 04/18/23
atickers for Exhibit
1 MBOOD 660003 THOOL 1026 GOz 1026M 639.11
Total Distribution 639.11
9 041723 WEB*BLUEHOST.COM uT 1,031.61 software-seip. 04/19/23

%p042726}§
DedicatedIP .
DomainMmReqg (Exp051026)3$53.97:
& illustra
Doma i nimRe:

RegCr-$19

Program Name: CSUPOUOS  Furwurd approves hard copy

Page 1

h sigmature and backup, including emized receipts. to Procsrenent Office, Maustain Hall, Suite B.

Report Date: 10001/23
Report Time: 17:32:03

tut_cfs_procard_recon
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1. Afterreview, send
reconciliation
through Adobe Sign
to be signed by
Approving Official.

1 MBOGO 660090 THODL 1026 GOZ 105.00

Total Distribution 105.00

uipment §5000 and greater
“ard Travel only & State Declining Bal-Special Travel

I have re

ve listed on the statcment,
purposes. All goods o

en notificd of all disputed

s Noted in "Disputed hem” column, are truc and correct and were made for official CSU
ms. (A copy of the cardholders statement of disputed items is attached )

Signature of Card Holder, 3 Date Signature of Approving Official

Section 3: Upload Signed ProCard Reconciliation into Google Drive

Once reconciliation is
signed by approving
authority, all statements will
be uploaded to the shared
drive with the rest of the
cardholders’ statements. An
email with the google drive
link will be shared at the
beginning of each new
Procard cycle.

Q searchin Drive

= @ @ @ G (
a’ Procurement Card Uplo... ~ MaielEs (B O
137 people

Type ~ || People v Modified ~ |
Suggested

[  ProCard - Skibinski, Rick_S @@ COSMSCIProCard Statem... @ COSMSCI ProCard Statem... @@ Rhondas Procard ending Se... B LS-Cartmill, Romeo - Proca
Name ¥ Last modified ~ File size

B  zsimmons 0923 ProCard Report - signed.pdf Sep 20,2023 Zack Simmons  7.1MB & & e

ED  vsilveira_ procard 9-18-23.pdf Sep 21,2023 Vania Siiveira

B0 Turibe Procard Report Invoice 9.18.23 SIGNED.pdf Sep 20, 2023 Toni Uribe 39 MB

tut_cfs_procard_recon
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https://drive.google.com/drive/folders/0AOG5zEyZ-eXKUk9PVA
https://drive.google.com/drive/folders/0AOG5zEyZ-eXKUk9PVA

Other Features

1. Click the NavBar

icon.

Click the ==~ Menu icon.

From NavBar: Menu, go to
CSU ProCard > Use &
Inquiry > ProCard
Completed Inquiry.

The ProCard Completed
Inquiry page displays.

4. Enter criteria:

e Business Unit: Enter
MBO0O0O.

e Origin: Enter USB for
ProCard

e Last Name: Enter
cardholder’s last name.

e First Name: Enter
cardholder’s first name
(Optional).

NavBar: Menu

&

Menu > CSU ProCard

Menu

O

Use & Inquiry

= ProCard Adjustment

Recently Visited

= ProCard Completed Inguiry

Y

Favorites

ProCard Completed Inquiry Page

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

This section demonstrates how to view your historical ProCard information and how to print the Statement
Report in the CFS. Note that no changes to chartstring information can be made while in “Completed Inquiry’
window.

w Search Criteria

Business Unit | = v|

| MBOOO

Origin | begins with V‘ ‘

Invoice Date | = v| |

Last Name | begins with V| |

First Name | begins with v‘ ‘

Invoice Number | begins with V| |

[JCase Sensitive

Basic Search Gig Save Search Criteria

ETT 3 fo e n
ttt—_CrS_procard_recon
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5. Click the Search button.

View All 1-1000f300 ~| b D
The Search Results page Business Unit Origin Invoice Date Last Name First Name Invoice Number Cardmember Number
displays. MB00O USB | 04/21/2011 PQ
MB000 USB  04/21/2011 PC
6. Search results will be MB000 USB | 05/21/2011 PC
displayed oldest to newest.
Click Invoice Date to
update filter to newest
populating first.
To select a transaction,
click the appropriate
hyperlink.
tut_cfs_procard_recon Page 16 of 20
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The ProCard Completed
Inquiry Page displays.

7. To see all transactions for
the billing cycle, click the
View All hyperlink.

Print Statement:

8. To print your ProCard
statement, click the L
Printer icon.

9. Click the Process Monitor
hyperlink.

ProCard Completed Inquiry Page

Business Unit: MB0OOO ProCard Origin: USB  Name: S o ] X
Invoice:  PC04230079 Invoice Date:  04/18/2023  Total: 722243 &  [Process Monitor;
View Attachment
Attachment 1
Attachment 2
Attachment 3
Attachment 4
Transactions ‘0,| 10f 10 vH » H M ‘ I
Supplier Name: FRIPTY State:  TX
Transaction Date: 03/21/2023 Merchandise Amount: 4,039.20
Description: Supplies - SLP national Praxis exam, study guides
P
Reference #:
Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel
Distribution
| = ‘ ‘ Q ‘ of1 v | ViewAll
GL Business Unit Account Fund DeptiD= Program Class Project Distrib. Amt.
1/ MB000 660003 THOO1 1028 H12 4,039.20
Return to Search I I Previous in List ] I Next in List
[ ProCard Completed Inquiry Page
Business Unit: MBOOO ProCard Origin: USB Name:
Invoice: PCI Invoice Date: 04/18/2023 Total: 7,222 43
View Attachment
Attachment 1
ProCard Completed Inquiry Page
Business Unit: MBO0O ProCard Origin: USB  Name: SR
. . :Process Monitor;
Invoice: PCI Invoice Date:  04/18/2023 Total: 722243 L ;

View Attachment

Attachment 1

tut_cfs_procard_recon
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The Process List page
displays.

10. Click the Refresh button
every few seconds until:

e Run Status is
Success.

e Distribution Status is
Posted.

11. Click the Details hyperlink.
The Process Details page
displays.

12. Click the View Log/Trace
hyperlink.

The View Log/Trace page
displays.

13. Click the PDF document
hyperlink.

Process List ‘ Server List ‘

View Process Request For

UserID |80 a| e | M v |
Server | Y Name | Q| Instance From | | instance To |
Run Status | ™ ‘ Distribution Status | ~ ‘ B Save On Refresh

1 [pays v I‘ Refresh I

~ Process List

| Clear

Distribution Status

LIIEY
Select  Instance Seq. Process Type Process Name User

24549579 SOR Report CSUPQO0E 300

Process Detail

Process
Instance 24549579
Name C3UPCO00S
Run Status  Success
Run

Run Control ID 002
Location
Server
Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process At

View Log/Trace

Report

ReportID 14871364

Name

Run Status  Success

ProCard Statement

Distribution Details

Distribution Node

File List
Name

SQR_CSUPO003_24548579.log

supoll

csupol0E_24549579. out

Server
PSUMX

CEUPOO0E

FCFSFRD

12/09/2022 4:28:20PM PST
120972022 425 20PM PST
120972022 425 27PM PST
120872022 4:25:41PM PST

Process Instance

Process Type

File Size [byteg)

1,796

8,021

333

Run Date/Time

12/09/2022 4.28:20PM PST

Description

Report Manager

13~ | view an

Run Status Actions.

Distribution .
Status Details

Success Posted Details ¥ Actions

Type SQR Report
ProCard Statement
Posted

Update Process

Held Request

Queue Request
Cancel Request
Delete Request

Re-zsend Content Restart Request

Actions

Parameters Transfer

Message Log

Batch Timings

24549579 Messzage Log

SOR Report

Expiration Date |01/23/2023

Datetime Created

120972022 42541 419155PM PST

12/08/2022 4:28:41.419158PM PST

120872022 42841 419158PM PST

tut_cfs_procard_recon
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The ProCard Statement
displays.

Cal State Univ - Monterey Bay
US Bank ProCard

14 Prlnt the statement or Business Unit: MBO0O Iavoice Number: PCY
Account Name: Invoice Date:  April 18, 2023
SaVG aS a PDF Origin: USB Total Amount: § 122243
Tran Dt Supplier St LimeAmt  Deseription Reference Pur Cat Upd By UpdDt  Disp  Recon
Distrib Ln# BU/GL ___ Acct Fund __ Depi  Prgm  Class Proj _ Amount
1 032123 FRIPTY TX 403920 supplies - SLP national Praxis 04/18/23
exam, study guidss
I MBOOD 660003 THODI 1026 HIZ 4039
4,03
2 032223 CSU-MBCATERING A 79.96 catering -Science Illustration 418123
n review
1 GO0K28  THOO1 1026 G2 79.96
79.96
3 0324123 IN *NATIONAL STUDENTEXCH 1A 61820 NSE Students placed in March 04/18/23
2023 conference
I MBOOD 660009 TRISS 1169 K03
4 AMZN MKTP US*H76404111 WA 2831 supplies - SLP
I MBOOD 660003 THODI 1026 HIZ
50330123 AMZN MKTPUS*HY 9985200 WA 1747 supplies - SLP 04/18/23

M.Flores
660003 THOO1 1026 H12

6 040423 CSU-MBCATERING cA -Science Illu
G60KZ8  THOO1 1026 Go2 63.57
63.57
7040723 AIRC MD 600.00 Membership - ATRC B "
thru 07/01/24
I MBOOD  660B04  THIOS 1169 Kot 600.00
600.00
8 STICKER MULE NY 639.11 supplies -Science Illustration 04/18/23
stickers £ Exhibit
I MBOOD 660003 THODI 1026 GO 1026M
639.11
9 (41723 WEB*BLUEHOST.COM ur 103161 software-ee Busero 04/19/23
p042726) $371.64;
DedicatedIP (Exp042726)50.0;
(Exp051026) $59.97;
ingnature.com:
DomainmmReg (051124)$18.99,
19.99
Program Name:  CSUPOOOK  Farmand - ‘and trackiup, bnchudi receipts, ta Procarcment OHfice, Mouatain Hall Report Date: 10:01/23
Page 1 Report Time: 17:32:03
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Contacts

Questions pertaining to the ProCard Program should be directed to the Program Coordinators:

¢ CSUMB Procard Email- procard@csumb.edu

e (Calista Gasbarri- cgasbarri@csumb.edu

e Eva Salas- esalas@csumb.edu

Forms

Procurement Card Handbook
https://csumb.edu/media/csumb/section-editors/administration-and-finance/finance/Procurement-
Card-Handbook Rev02 2022.pdf

Catering/Food Approval Request Form
https://csumb.edu/media/csumb/section-editors/administration-and-finance/finance/Catering-
Form Rev2022.pdf

Procard Application
https://csumb.edu/media/csumb/section-editors/administration-and-finance/finance/ProCard-
Application-Form.pdf

e DARForm
https://csumb.edu/media/csumb/section-editors/employees/9bsCgq9QKWaS2dSnyuXX CFS-DAR-
062020.pdf
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