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Overview

California State University Chico participates in a CSU Systemwide Procurement Credit
Card program.

A ProCard module in the CFS PeopleSoft system will be used by the cardholder (and/or
designee) to perform their monthly reconciliation. This module is used to record the
chartfield for each expense transaction, record detail descriptions for each transaction, and
review historical billing statement information.

Once a month, the bank will produce a monthly file reflecting charge transactions for
ProCard cardholders. Once the file has been received by Accounts Payable (AP), the
following will occur:

e The ProCard bank file will be loaded into the PeopleSoft ProCard module. Upon
completion, the Procurement Cardholder email group will be notified.

e The Procurement cardholder/designee will modify/redistribute the chartfield expense
and complete the description of the purchase. They will have a period of time to
reconcile the charges per the procurement credit card reconciliation cycle calendar.

e After the reconciliation window is closed the billing cycle will be finalized in CFS.

e ProCard statement history will be available in both CFS PeopleSoft and Data Warehouse
systems.

To determine the appropriate guidelines for the various types of transactions as well as
what can/cannot be purchased using the ProCard, refer to the Purchasing Procurement
Credit Card Guideline.

Objectives:
In this guide you will learn how to:

e Make adjustments to your current month ProCard Statement.

e Obtain an understanding of the ProCard processes.

e Obtain an understanding of how to inquire and report on the ProCard
history.

e Navigate Access Online US Bank resource.
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1.0 Procurement Card Monthly Process Flow

Purchase goods

Await Cycle End Date

Review, Categorize, Add Description/
Purpose and adjust chartfield strings
in CFS PeopleSoft

Mark the transaction in CFS
Yes PeopleSoft, adjust chartfields,

and Contact US Bank

A

Reconcile purchases and print reports

A 4

Submit report and attached receipts
for approval (Approving Official)

A

Questions from Provide more detailed

Approving explanation in description
Official? field and address issues
No
v
Send approved report and

attachments to Accounts
Payable by deadline on calendar

Monthly process complete
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2.0 ProCard Month End Reconciliation & Adjustments

At each billing cycle end date, cardholders have a responsibility to reconcile their monthly statement.
This includes recording the correct department funding chartfield, recording detailed descriptions for
each transaction, and providing AP a signed and approved CFS report along with all necessary receipt

and supporting documentation.

Billing Cycle Schedule

A current schedule of monthly reconciliation cycle dates is available for reference on the Financial

Services Policies and Procedures page.

2.1 ProCard Adjustments

Once a month, a ProCard transaction file will be received from the bank. Once AP loads the file into

the CFS PeopleSoft ProCard module (generally the next business morning after the cycle

close date),

the Procard group will receive a courtesy email stating that the statement is ready for reconciliation. At
that point the person performing the monthly reconciliation can adjust chartfields and add the

description/purpose for their charges. The following navigation is used to make updates
monthly statement:

Navigation: CSU ProCard > Use & Inquiry > ProCard Adjustment

to your

Processing Steps / Field | Screenshot / Description
Name

Enter the following .
information: ProCard Adjustment

Business Unit: The business | | Enter any information you have and click Search. Leave fields
unit is CHICO. Required.

Origin: Enter USB. ) —
Find an Existing Value
Invoice Date: Billing

Statement Date (not required,
but will narrow the search).
This will be provided in the
email from Accounts Payable.

Search Criteria

Last Name: Enter the Business Unit| = ¥ CHICO Q

cardholder’s last name. Origin| begins with ¥ || Q

Required. _ i )
. Invoice Date| = v [24]

First Name: Enter the '

cardholder’s first name. (Not Last Name begins with ¥

required, but will narrow the , : :

Sej{rch)_ First Name| begins with ¥

Invoice Number: System Invoice Number| begins with ¥

generated. The first two
characters are PC, the next

Case Sensitive

four characters are MMYY, the
month and year the billing
statement is for, the last 4 are
sequential numbers. (Not
required).

Select the Search button.
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2.1.1 ProCard Adjustment Page — Display Only Fields

All of the transactions that were processed during the billing cycle will display. You can see them one
at a time using the single arrow or to view all transactions/charges select View All.

Processing Steps / Field
Name

Screenshot / Description

Business Unit: The business
unit from which the credit card
has been issued.

Origin: Represents the Credit
Card Program you are enrolled
in, which is USB.

Name: Cardholders name.

Invoice: System generated. The
first two characters are PC, the
next four characters are MMYY,
the month and year the billing
statement is for, the last 4 are
sequential numbers.

Invoice Date: The billing cycle
statement date.

Total: The total amount for
the card for this billing cycle.

Supplier Name: The Vendor
name the charge was from.

State: The state the purchase
was made from.

Transaction Date: The date of
the charge.

Merchandise Amt: The
amount of the charge.

ProCard Adjustment

Business Unit: CHICO ProCard Origin: USB Name: Test User |
Invoice: PC02180199 Invoice Date: 02/26/2018 Total: 36154 &) Process Monitor
Attachments

Attachment 1
Add Attachment

Attachment 2

Attachment 3

Attachment 4

Transactions Find First @ 10f6 OLast

Supplier Name: STAPLS0163084227000001 State: NJ

Transaction Date: 02/05/2018 Merchandise Amount: 5478
v

Description: PAPER & POST IT NOTES &

233 characters remaining

Reference #: B
Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel

Distribution Personalize | Find | View All | L2 | L:J First ‘4’ 10f1 Last
G Businlj:; *Account *Fund DeptiD Program Class Project Distrib. Amt.

1 CHICO |@, 660003 |@ [G1006 |@ Q Q Q 54.78) [#] [=]

il Save | [2F Return to Search

Navigate to the next transaction using the single arrow or to view all transactions/charges
for the billing cycle, select the View All.
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2.1.2 ProCard Adjustment Page — Updatable Fields

Processing Steps /

Screenshot / Description

string to which the charge will
be distributed. These values
default from the setup of the
Cardholder. Update

q
Field Name
Enter the following :
. . ProCard Adjustment
information:
DeSCI‘lptIOIlZ Business Unit: CHICO ProCard Origin: USB Name: Test User
. Invoice: PC02180199  Invoice Date: 02/26/2018 Total: 36154 & Process Monitor

Information downloaded from
the bank may not be descriptive Attachments
but should include Ak At Attachment 1
invoice/order number reference R echit2
when available. A‘F a minimum, T —
enter a more detailed

Attachment 4
explanation of what was
zl(llfic'}tl'asedl gnfd/ or 1:11'1rpose. b Transactions Find |ViewAll  First 4 1of6 ! Last

1 1‘?na H,l ormaton ?an € Supplier Name: STAPLS0163084227000001 State: NJ
added if desired. Required.
Transaction Date: 02/05/2012 Merchandise Amount: 54.78
[ 4
Reference #: You can choose Peseription; [P ER S FOSTIENGIES €
to enter a department reference
number or another note for 233 characters remaining
your department. This field Reference #: B
carries through to Data Equipment Tax Registration Printing/Promo Computer
Warehouse. Service Hospitality Other Disputed Travel
Transaction Categories: N/ _
A other than disputed. Distribution Personalize | Find | View All | | (&5 First ‘&' 10of1 &/ Last
Sk Businjz; *Account *Fund DeptiD Program Class Project Distrib. Amt.

Distribution: The Chartfield 1 CHICO |@ 660003 |@ [G1006 |@ Q Q Q 5478 [#] [=]

il Save

|oh Return to Search

accordingly. Required.

GL Business Unit: CHICO
When you have completed your
updates, select the Save
button. If you receive an error
message, the error must be
corrected before you can Save
your changes.

Edits performed when the record is saved:

The total Distrib Amt must sum to the Merchandise

Amt.

All Chartfields and combo edits are validated.
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2.1.3 Split Distribution

If applicable, you can split the transaction/charge to multiple Chartfields and/or GL Business

Units.

Processing Steps / Field
Name

Screenshot / Description

If you want to split the
distribution, select the plus
sign at the end of the
distribution line to insert a new
row.

Update the Distrib. Amt and
Chartfield string accordingly.
When you are finished, select
the Save button.

The following Edits are
performed when the record is
saved:

e  The total Distrib Amt must
sum to the Merchandise
Amt.

e  All Chartfields and combo
edits are validated at the
save.

Transactions Find | View All First ‘&' 10f6 Last
Supplier Name: STAPLS0163084227000001 State: NJ
Transaction Date: 02/05/2018 Merchandise Amount:
- 7
Description: PAPER & POST IT NOTES 2
233 characters remaining

Reference #: B

Equipment Tax Registration Printing/Promo Computer

Service Hospitality Other Disputed Travel
Distribution Personalize | Find | View All | £ | lI;' First ‘& 1-20f2 ‘&' Last

GL BusinJ;; *Account *Fund Program Class Project Distrib. Amt.
1 |ICHICO |Q 660003 Q@ [G1006 Q- Q Q Q 50.00 @ (=]
2 [CHICO |Q 860003 |Q [G1006 Q) DXOCX1 | ca\ Q Q 478 [+ [=]

{,_'*;'1 Save ) 2P Return to Search

The person performing the monthly reconciliation will have approximately five to seven (except in
June) business days to complete the reconciliation. Upon the 8thto gth day, the person reconciling will
no longer be able to make changes. Accounts Payable will perform their validations and then process

the file into the Accounts Payable System.

AP: PCard Reconciliation Procedures 7

Updated July 2025



2.1.4 Purchase Transaction Categories

Certain purchases may be made on the ProCard if established approvals and criteria are met as stated
in the Procurement Credit Card Procedures. Several of those items are also associated with a category

below and require additional forms. As applicable, select the appropriate checkbox within ProCard

Adjustment page.

Category

Description: When you

select the box. vou are
stating that you

purchased...

Possible Accounts

Equipment (E)

N/A for ProCard Adjustment
selection. Prohibited or
special approval/
documentation required.

Refer to Account Codes Matrix — Equipment Software/
Hardware/Furniture listing
http://www.csuchico.edu/far/chartfields.shtml

Tax (T)

A taxable good and Sales Tax
was already included.
Taxable items without this box
checked will have tax applied.
Services are not taxable.

Not applicable

Registration (R)

Non-Travel (i.e. web training
at your desk) registration for
conferences, seminars,
memberships, training, etc.

660009 -- Professional Development

Computer (C)

N/A for ProCard Adjustment
selection. Prohibited or
special approval/
documentation required.

Refer to Account Codes Matrix — Equipment Software/Hardware/
Furniture listing
http://www.csuchico.edu/far/chartfields.shtml

Hospitality (H)

N/A for ProCard Adjustment
selection. Prohibited or
special approval/
documentation required.

660H54 -- Hospitality Expense

Other (O)

N/A for ProCard Adjustment
selection. Prohibited or
special approval/
documentation required.

Refer to CORE & Specialized Expense Accounts listing
http://www.csuchico.edu/far/chartfields.shtml

Disputed (D)

For all disputed charges,
cardholder will contact US
Bank. The selected checkbox is
for information purposes only.
The amount will be charged to
your account. Based on the
resolution, a credit may or may
not be applied to your account.

Reference CORE & Specialized Expense Accounts listing http: //www.csuchico.edu/far/chartfields.shtml
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2.2 ProCard — No Purchases

Although a cardholder may not have used their card during the month, the person reconciling
must complete the following steps to ensure there are no transactions to be reconciled.

The following navigation is used to confirm:

Navigation: CSU ProCard > Use & Inquiry > ProCard Adjustment

Processing Steps / Field Screenshot / Description

Name

Enter the following ProCard Adjustment

information:

Business Unit: CHICO. Enter any information you have and click Search. Leave fields
Required.

. i Find an Existing Value
Origin: Represents the Credit

Card Program you are enrolled =
in, which is USB. Search Criteria

Invoice Date: Billing
Statement Date (not required,

but will narrow the search). This Business Unit = ¥ CHICO Q
will be provided in the email : : - =
from Accounts Payable. Onigin begms Wlth L | =
Last Name: Enter the Invoice Date| = y 31
cardholder’s last name. Last Name| begins with ¥

Required. :

First Name: Enter the First Name beglns with ¥

cardholder’s first name. (Not Invoice Number| begins with

required, but will narrow the : -

search). Case Sensitive

Select the Search button.

If no purchases were made for
the month you will see the
message “No matching values
were found”. This indicates that
there were no purchases
recorded for the month you are
reconciling.

You can print/save this page to
keep with your ProCard
documents and for audit. There
is no need to submit
documentation to Accounts
Payable.
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3.0

Monthly Procurement Credit Card Statement

Once reconciliation is complete, print the ProCard Statement report. Both the Procurement Cardholder
and Approving Official must sign the report. Attach all backup documentation (itemized receipts/
invoices and any additional required documentation) in the same order as it appears on the report.
Send to the AP office no later than the dates specified on the Procurement Credit Card Reconciliation

Cycle calendar

http://www.csuchico.edu/fin/forms.shtml#policies-procedures--pcs.

3.1

Printing the Procurement Credit Card Statement

The following navigation is used to print the ProCard statement:
Navigation: CSU ProCard > Use & Inquiry > ProCard Adjustment

Processing Steps /
Field Name

Screenshot / Description

Print: Select the Printer
Icon to make a hard copy of
your ProCard Statement.

ProCard Adjustment

ProCard Origin: USB Name: est User

| |
Process Monitor

Business Unit: CHICO

to selecting the Details link.
Select the Refresh button to
update this status.

Retrieve: Select the Process Invoice: PC02180199  Invoice Date: 02/26/2018 Total: 36154
Monitor link to retrieve the
Attachments
report.
Attachment 1
Add Attachment
Attachment 2
Attachment 3
Attachment 4
Transactions Find |VewAll  First ‘4 1ofé ' Last
Supplier Name: STAPLS0163084227000001 State: NJ
Transaction Date: 02/05/2018 Merchandise Amount: 54.78
v
Description: PAPER & POST IT NOTES RE
233 characters remaining
Reference #: B
Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel
Distribution Personalize | Find | View All | £2| L,;‘ First ‘4’ 1of1 ‘& Last
Sk Busanj;ﬁ *Account *Fund DeptiD Program Class Project Distrib. Amt.
1 CHICO |@ 660003 |@ [G1006 |@ ©2 L Q Q Q 54.78 [#] [=]
il Save ||[ah Return to Search
Process List Tab
Process List Server List
Select the Details link to .
R View Process Request For
retrieve the Monthly ‘
. Q v | |Last v 30 |Days v Refresh
Procurement Credit Card HERciR s :
Server ¥ Name Q Instance to
Statement.
Note: The DiStributiOn Run Status X Distribution Status Y | ¥ save On Refresh
Status must be “Posted” prior ‘ e
Process List Personalize | Find | View All | E¥ | s First ‘& 1-50 of 53 Last

Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status gg:ﬂ:u"m Details

13825070

SQR Report CSUPO008 20005207359 03/01/2018 1:44:34PM PST

Success

AP: PCard Reconciliation Procedures
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Processing Steps /
Field Name

Screenshot / Description

Process Detail Page
Select the View Log/Trace
link.

|Pr0cess Detail

Process

Instance 13825070
Name CSUPOQ0S8

Run Status Success

Run

Run Control ID 002
Location Server
Server PSUNX

Recurrence

Date/Time

OK Cancel

View Log/Trace Page

Select the PDF file from the
file list.

The Procurement Credit Card
Statement will open.

Print, sign, and attach
supporting documentation to
the printed statement then
send to the Delegation of
Authority (DOA) Appropriate
Administrator for approval.

The statement must be
submitted by the deadline
specified on the Procurement
Credit Card Reconciliation
Cycle calendar

View Log/Trace

Report
ReportID 6274405
Name CSUPO008
Run Status  Success

ProCard Statement
Distribution Details

Distribution Node FCFSPRD

File List

Name

QﬁD_(‘QI IDnﬂﬂQ_‘ll 25070 1 g
‘csupo008 13825070 PDF
csupo008_13525070 out
Distribute To
Distribution ID Type

Process Instance

Request Created On 03/01/2018 1:44:34PM PST
Run Anytime After 03/01/2018 1:44:34PM PST
Began Process At 03/01/2018 1:4522PM PST
Ended Process At 03/01/2018 1:45:29PM PST

Process Type SQR Report

Expiration Date

File Size (bytes)
1,760

6,942

262

*Distribution ID

Distribution Status Posted

13825070

Type SQR Report

Description ProCard Statement

Update Process

Hold Request
Queue Request
Cancel Request
Delete Request
Re-send Content

Actions

Transf]

Message Log

Batch Timings

View Log/Trace

Message Log

04/15/2018

Datetime Created

03/01/2018 1:45:29 754989PM PST
03/01/2018 1:45:29 754989PM PST
03/01/2018 1:45:29 754989PM PST
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3.1.1 ProCard Sample Statement

California State Univ, Chico

US Bank Pro-Card
Business Unit: CHICO Invoice Number: PCO2130199
Account Name: I Test User Invoice Date: February 26, 2018
Origin: USB Total Amount: § 361.54
Tran Dt Supplier St Line Amt  Description Reference Pur Cat Upd By Upd Dt Disp
Distrib Lo# BU/GL Acct Fund Dept Prgm Class Proj Amount
I 02/05/18 STAPLS0163084227000001 NJ 5478 PAPER & POST IT NOTES 20005207359 03/01/18
1 CHICO 660003 54.78
Total Distnbution 5478
2 02/08/18 STAPLS0163211616000001 NJ 64.31 CLASSIFICATION FOLDERS 20008562282 0227/18
1 CHICO 660003 6431
Total Distribution 6431
3 02/12/18 STAPLS0163279696000001 NJ 55.12 PAPER, HIGHLIGHTERS, BINDER 20008562282 0227/18
CLIPS
1 CHICO 660003 55.12
Total Distribution 55.12
4 0212718 AMAZON.COM WA 5385 CLASSIFICATION FOLDERS 20008562282 02727/18
1 CHICO 660003 53.85
Total Distribution 53.85
5 021218 AMAZON.COM WA 99.51 CLASSIFICATION FOLDERS 20008562282 0227/18
1 CHICO 660003 99.51
Total Distribution 99.51
6 0221/118 STAPLS0163531625000001 NJ 33.97 MISC OFFICE SUPPLIES 20008562282 02/27/18
1 CHICO 660003 3397
Total Distribution 3397

Purchase Categories:

I have reviewed the card statement and have approved the transactions. | certify that all the purchases listed on the statement, unless Noted in "Disputed Item” column, are true and correct and were made for official CSU
purposes. All goods or services have been received and payment is authorized. The card 1ssuer has been notified of all disputed items. (A copy of the cardholders statement of disputed items is attached )

Signature of Card Holder, Tout User Date Signature of Approving ()rﬁclnl.l Date

Test Approver
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4.0 Review ProCard History

4.1 ProCard Completed Inquiry

Once the ProCard Billing statements have been loaded into CFS, the person reconciling will no longer be
able to update/adjust the transaction details for the month. To view historical information, use the ProCard
Completed Inquiry page.

The following navigation is used to view your ProCard Transaction history:
Navigation: CSU ProCard > Use & Inquiry > ProCard Completed Inquiry

Processing Steps / Screenshot / Description

Field Name

Business Unit: CHICO. i

Required. ProCard Completed Inquiry Page

Origin: Represents the Credit Enter any information you have and click Search. Leave fields blank {

Card Program you are enrolled
in, which is USB.

Invoice Date: Billing Find an Existing Value

Statement Date (not required,
but will narrow the search). Search Criteria
This will be provided in the

email from Accounts Payable.

Last Name: Enter the Business Unit| = v ICHICO B Q
cardholder’s last name. . - . ~

Required. Origin| begins with ¥ Q
First Name: Enter the Invoice Date| = Y 3y

cardholder’s first name. (Not
required, but will narrow the

-

Last Name| begins with

search). First Name| begins with ¥
Invoice Number: System Invoice Number| begins with ¥ |
generated. The first two '

characters are PC, the next Case Sensitive

four characters are MMYY, the
month and year the billing
statement is for, the last 4 are
sequential numbers. (Not
required).

Select the Search button. All
previous statements will
display. Select accordingly.

Search Clear Basic Search &' Save Search Criteria
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Processing Steps /
Field Name

Screenshot / Description

Select View All option at the
top of the transaction list to
see all transactions for this
statement and related
information, including
descriptions and distributions
for each transaction.

To return to one transaction at
a time, select the View 1
option at the top of the
transaction list.

ProCard Completed Inquiry Page

Business Unit: CHICO ProCard Origin: USB

Invoice: PCO01180115
View Attachment

Attachment 1
Attachment 2
Attachment 3
Attachment 4

Transactions

Supplier Name: STAPLS0162027692000001

Transaction Date: 01/02/2018

Description: Computer station foot rest

Reference #:

Invoice Date: 01/24/2018 Total:

Name: I

User |

Merchandise
Amount:

& Process Monitor

Fimd First ‘&' 10of22 * Last

State: NJ
17.79

st |48

I |2h Return to Search =] Previous in |

Next in List

Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel
Distribution Personalize | Find | View All | Y | LIJ. First ‘4 10of1 ‘% Last
GL Business Unit Account Fund DeptiD Program Class Project Distrib. Amt.
1 CHICO 660003 [ ] [ mocoec | | 2000 | 17.79
I |ah Return to Search | Previous in List 4| Nextin List
. . ProCard C leted | iry P:
Select the Printer Icon if you b B A
wish to make'a hard cppy of Business Unit: CHICO  ProCard Origin: USB Name: Tostliser I
your transaction details and (B v
s e . Invoice: PC01180115 Invoice Date: 01/24/2018 Total: 441997 i
distributions. ‘
View Attachment
Select the Process Monitor Attachment 1
link to retrieve the report. Attachment 2
Attachment 3
See the above section, Printing Attachment 4
the Procurement Credit Card - n ' :
. ransactions Find | View All First 10f22 Last
Statement, for details on how !
to retrieve your report‘ Supplier Name: STAPLS0162027692000001 State: NJ
Transaction Date: 01/02/2018 Merchandise 17.79
) Amount:
Description: Computer station foot rest
7
Reference #:
Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel
Distribution Personalize | Find | View All | 2| L_hJ. First ‘% 10f1 W/ Last
GL Business Unit Account Fund DeptiD Program Class Project Distrib. Amt.
1 CHICO 660003 | G100d x| | 2000 | 17.79
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4.2 Data Warehouse Reports

Once logged into CSYou (where you connect to CFS) navigate to Tools & Services > Financial Tools > CFS
Data Warehouse. Alternatively, you can use the breadcrumbs below and then click on the “CFS Data

Warehouse” button.

HH3Y0U

EMPLOYEE
RESOURCES

TOOLS &
SERVICES

NEWS &
INFORMATION

DIVISION &
ORGANIZATIONS

PROJECTS &

iNmATIvES ~ COLLABORATE

POLICIES  FORMS

ITS Staff

ITSupport Center
IT Projects and Initiatives
Client Services

CO Data Center Services

CFS Data Warehouse Quick Links

Check the Message Board regularly for current CFS
DW news (located in Quick Links section).

CFS Data Warehouse

The CFS Data Warehouse (also referred to as the Finance Data

Warehouse) contains reporting capabilities that provide campuses with

Reports are available
in Data Warehouse
Transaction Inquiry
section. You can
choose Dashboards
menu and then
Transaction Inquiry.
Choose the ProCard
Transaction Report.

Transaction Inquiry

Open PO Reparts Open Requisition Reports Actials Reparts Budget

Home

Report Index

Open PO Reports

Displays open PO reports and transactions with varying views based on filter selection
Open Requisibion Reports

Displays open reguisitions reports and transactions with various chartfield views

Actuals Reports
Displays actuals transactions activity

Budaget Reports
Displays budget transaction activity

Encumbrance Repaorts
Displays encumbrance ledger activity

Requisition Reports

Pro Card Transaction Report

Displays Pra Card Transaction Detail Report

Business Unit:
CHICO Make
necessary selections
for Fiscal year,
period, chartfields
and then click Apply
Filters

I Report Filters
Business Unit Fiscal Year Period From To Account Type Account Category
CHICO - Californic ] 2017 x| Between|l xl12 )| 160 - Expenditures ¥| [-Select Valie— =]
Fund Dept Account Project Program Class
[ B|x| [—Select Valve— x| [“Select Value— x| [~Select Value— x| [~Select Value— x| [-Select Value— x|
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class
e~ x| NOT[-Select Value— x| NOT|=Select Value— x| NOT|-Sefect Value— x| NOT|-Select Value— x| NOT|-Select Value-
Invoice Date PC ier PCReference #  PCState
—Select Value— x| [Se e 3l [~Select Value— || [~Select Value— | x|
PCBusiness Uit PC Origin PC Owner PC Account
—Select Value— x| [~Select Value— x| [—Select Value— x| [~Select Value— x|
2/ Advanced Filters
o
Apply Filters | Reset Filters

NOT Acct Cat
x| NOT[=Select Value— x|
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Refine report output | |t vansacton v
to Contain the f]eldS ProCard Transaction Details

that you are Business Unit = CHICO - California State Univ, Chico, Fiscal Year = 2017, Pericd is between 1,12

. . Time run: 3/1/201€ 4:43:00 PM

interested in. You —— p— — —— T e,

can also choose the I'MT v e e AR T — T - m—‘ < ;
drop down at “Select Select Report View: ra Card Transctor Dtals v

report view” and
export to Excel.

Lo libi Ll ipion___|
upplies And Services 141000001 FICE SUPPLIES

660003 - Supplies And Services Total

+ [fotal

5.0 US Bank Access Online

5.1 Registering US Bank ProCard

Navigate to the US Bank Access Online platform at https://access.usbank.com/

Processing Steps / Screenshot / Description
Field Name
Click on the Register
Online link. Ebank. Access Online
[Fomts Welcome to Access Online!
Login

Please enter the information below and login to begin.

Organization Short Name:

User ID:

Password:

Forgot your password?
Organization Short Name: i
CSUCA. Required. Bbank. Access Online
Account Number: Enter contact Us Online Registration
your 16 digit account number i Add Accounts
and select the expiration date . ) . - . S ‘ o

d. R ired To join Access Online, you will need a minimum of one valid account number. "Register This Account” will
on your card. Required. validate a single account. "Additional Account” will allow multiple accounts to be included in the
. . . registration process.
Click on Register This
Account * = required
User ID: Use your campus T—_—
portal ID (first part of your rimans
campus email address,
jsmith@csuchico.edu) L2 _Account ExpirationDate:
Month * | Jan + Year* 2017 v

Password: Enter password
of your choice that meets — =
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Processing Steps /

Screenshot / Description

Field Name
Authentication
Questions: Choose
questions and  enter

related answers.

Contact Information:

e  First Name

e Last Name

e  Address — 400 W First St,
Chico CA 95929-XXXX
(Campus Zip)

e Country — US

e  Phone — 530-898-XXXX
(Campus Ext.)

e Email address — campus
email (must be @csuchico.edu
address)

Click Continue and will
receive message to the right
confirming your account has
been saved.

(Ebank

Transaction Management
Account Information
Reporting

My Personal Information
Home

Contact Us

All of M3 serving you™

U.S. Bank Access® Online

Trustees California State Univ

Our Payment Pro

Language Selection:
© user D has been successtully added. hmerican English =
Message(s) from Access Online

Account Activity
Welcome to Access Onlinel Streteh your program limits and streamline payment processes with Access Select an Account
Online, our innovative program management and reporting tool. This web-enabled tool offers a feature-tich
platformn that can be easily configured and deployed to Meet your Unigue needs. ALCesSs your payment
solutions anytime, anywhere with Access Online

Bienvenue sur Atcess Online! Repoussez les limites de votre programme et simplifiez les processus de
paiement avec Access Online, notre outll novateur détablissement de rapports et de gestion de prograrrme.
Cet outil Internet offte une plate-forme riche en fone és qui peut étre configurée et déplovée
pour répondre a ¥os besoins particuliers. Accédez & vos solutions de paiement en tout temps, o que vous
soyez, avec Access Online

5.2 Logging In and Changing/Forgotten Password

You can log in to the US Bank Access Online platform by visiting https://access.usbank.com/

Processing Steps /
Field Name

Screenshot / Description

Organization Short Name:
CSUCA. Required.

User ID: Enter the User ID
value that was given to you by
AP & Procurement team.

Password: Enter the
password you created, OR if
this is the first time you are
logging in use the temporary

0BEbank Access Online

Contact Us

Login

Welcome to Access Online!

Please enter the information below and login to begin.

d i i d = required
password given o you and you Organization Short Name:*
will be prompted to set up a R
new password and security Csuca &
authentication questions
User ID:*
Select the Login button. . =
Password:"
2 =
AP: PCard Reconciliation Procedures 17

Updated July 2025



Processing Steps /
Field Name

Screenshot / Description

To change password, choose
My Personal Information
and choose Select Password

Forgotten Password

Choose the Forgot your
password link and follow
instructions. You will receive
an email with a temporary
password once the request is
processed.

Ebank Access Online

B

Log Out

Transaction Management
Account Information
Reporting

My Persona
Information

= Contact Information

- Manage Favorites
- Account Alerts

= Manage Account Access

My Personal Information

I User ID:| Tes

Password

Change your system password and create or modify an authentication response that will be used when

resetting a password.

Ebank Access Online

Contact Us

Login

Welcome to Access Online!

Please enter the information below and login to begin.

Organization Short Name:

\

User ID:

Password:

Forgot your password?

Register Online
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5.3 Review and/or Dispute Transactions

Processing Steps /
Field Name

Choose Transaction -
Management and Transaction

View Pending Management
Transactions -

Screenshot / Description

Transaction Management

ransaction List
Account Information
Reporting

My Personal Information

Transaction List
View, review, allocate/reallocate and add comments to {

Home
View Previous Cycle
Contact Us . ) N
Presents the Transaction list for the previous cycle.
Training
View Pending Transactions
Presents the pending transactions list.
Scroll down to the
Transaction List section = T e
and to review activity.
Records 1- 25 of 92 o dispu
Page:1[2]3|4 e Add Allocati
Check All Shown | Uncheck All Shown
Select Status Trans Posting Merchant City/State Amount Detail & Purchase ID ® Comments\\Accounting Code
=/ Date Date
12127 12128 CBORD GROUP 607-2572410, NY $324.75 ® 2404810 Add Allocation
12123 12/26 STAPLS0162056035000001 877-8267755, NJ $78.12 @ 00000000000000000 &8 Add Allocation
1222 12126 STAPLS0162019533000002 877-8267755, NJ $15.65 @ 00000000000000000 a Add Allocation
12121 12122 STAPLS0162019533000001 877-8267755, NJ $230.84 @ 00000000000000000 a8 Add Allocation
12/21  12/22 STAPLS0162019534000001 877-8267755, NJ $101.16 @ 00000000000000000 8 Add Allocation
E— B

To dispute a transaction
choose Add allocation link.
Click on the Dispute button.
Choose a dispute reason and
click Save.

Click on the Transaction
Detail link to return to the
Summary Tab. You will now
see a D icon displayed under
the status column of that

Transaction Summary

Status Trans Date Posting Date Merchant
12123 12126

City, State/Province
STAPLS0162056035000001 877-8267755, NJ

Amount Detail
18.12 w

(@ Depu=a (), (i) TransDetaNLevel (ab Restocat=d @ Reslicoation Lecked

En.mrra.','l Aliosaticns | Transaotion Line fieme | Comments |

The Summary tab shows high-level transaction information

The review status cannot be changed because the review day limit has been reached
To initiate a dispute, click the "Dispute” button

. Transaction Reference Information
transaction. You can cancel Date: 121232017 Billing Cycle: 1212612017
the dispute by clicking Purchase ID: 00000000000000000 Posting Date: 121262017
Cancel Dispute in the same Total Amount: 7812 Reference Number: 24164077358105213935112

o Memo Post: Yes Authorization Number: 000402
place where you initiated the
1 Sales Tax: 528 Extract Date(s
dlspute. Freight: 0.00 Most Recent S{ta}ndﬂrd
Financial Extract:

Merchant General Ledger Extract:
Name: STAPLS0162056035000001 Payment Extract:
City, State/Province:  B877-8267755, NJ
Transaction Type: SALES DRAFT Currency
MCC Code: 5119 Billing Currency: U.S. Daollar
MCC Description: WHOLESALE OFFICE SUP Source Currency: U.5 Dallar

Print Transaction

Source Currency Amt: 76.12

Dispute

in Dispute History.

Dispute information only reflects the last dispute
filed for this transaction. More information available

Sales Draft Requests
= none
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5.4 Review Monthly Statement

Processing Steps / Screenshot / Description
Field Name

Choose Account

Infomration and @bank

Statement.

Choose statement for billing
cycle of your choice. Ca

Sea

Transaction Management

Account Information
= Statement
T ACCOUNT PTome

Card
Carg

6.0

Appendix A — Contacts/Resources

6.1
1.

6.2

Contacts

For all Procurement card questions, contact your designated Procurement Specialist.

For questions regarding Procurement Credit Card Reconciliation contact your designated Accounts
Pavable Specialist.

For disputes or to report a lost card, contact US Bank’s 24-hour Customer Service at 800-344-5696

For property/asset tagging, contact the Property Management Office at x5176

For questions regarding the CFS data warehouse contact budgetcfs@csuchico.edu or
far@csuchico.edu.

Resources

Procurement Credit Card Guideline https://www.csuchico.edu/fin/resources/policies.shtml

Procurement Credit Card Cycle Dates https://www.csuchico.edu/fin/resources/policies.shtml
Procurement Credit Card related forms https://www.csuchico.edu/fin/resources/forms.shtml
ProCard Training Classes https://shibboleth.csuchico.edu/idp/profile/SAML2/Redirect/SSO?

execution=e1s2

Commonly Used Campus Accounts http://www.csuchico.edu/far/chartfields.shtml
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7.0

Appendix B: Sample Monthly Report Package

California State Univ, Chico
US Bank Pro-Card
Business Unit: CHICO Invoice Number: PC02180199
Account Name: I Test User I Invoice Date: February 26, 2018
Origin: USB Total Amount: § 361.54
Tran Dt Supplier St Line Ami  Description Reference Pur Cat Upd By Upd Dt Disp
Distrib Lo# BU/GL Acct Fund Dept Prgm Class Proj Amount
I 02/05/18 STAPLS0163084227000001 NI 5478 PAPER & POST IT NOTES 20005207359 03/01/18
1 CHICO 660003 5478
Total Distribution 5478
2 (2/08/18 STAPLSO0163211616000001 NJ 6431 CLASSIFICATION FOLDERS 20008562282 02727/18
1 CHICO 660003 6431
Total Distribution 6431
3 021218 STAPLSDI63279696000001 NJ 5512 PAPER, HIGHLIGHTERS, BINDER 20008562282 02/27/18
CLIPS
1 CHICO 660003 55.12
Total Distribution 5512
4 021218 AMAZON.COM WA 5385 CLASSIFICATION FOLDERS 20008562282
1 CHICO 660003 5385
Total Distribution 5383
5 021218 AMAZON.COM WA 99.51 CLASSIFICATION FOLDERS 20008562282 02/27/18
I CHICO 660003 99.51
Total Distribution 99.51
6 0221/18 STAPLS0163531625000001 NJ 33.97 MISC OFFICE SUPPLIES 20008562282 0227/18
1 CHICO 660003 3397
Total Distribution 3397
Purchase Categories:
I have reviewed the card statement and have approved the transactions. | certify that all the purchases listed on the statemient, unless Noted in "Disputed Item” column, are true and correct and were made for official CSU
purposes. All goods or services have been received and payment 1s authorized. The card issuer has been notified of all disputed items. (A copy of the cardholders statement of disputed items is attached )
Signature of Card Holder, Teut User | Date Signature of Approving Official, Test Approver | Date

Staples Business Advantage

oA FC

- CARRIEN ROPTE:MEN/COU /3R
B cov emco recarving peer
f omL EacTaces:
ft
i Test User
1
H age: 1
EPECTAL DN TADCTiome =
e st L
e . 1' e
e 2980 | ames
2 | MMM6S3IRPA 5.84 L
5 5.36 538
b .93
sL.08
20
Tl foiciana { 3.70
| |
g 7 i = 0 i
i im Crack YOUT order Etatus eniis : i o
i saelucoim My Orier Starus from - : i TorAL VAL :
My Grdecs drop down. | phvaer wEtL o omom. Lme.ve

Thank You

078

For Your Order! Staples, Inc.

THIS IS NOT AN INVOICE
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Staples Duslness Advantage

CSU CHICO RECRIVING DEPT

Test User

Bn wnao

BHIPRIND LOSATION: SLekEDn,

RTE

187 3T

UMTVEREITY CHICOD

o WB: T
CHICO, Ca 3s9290248

o e

Canris moUTELEN/COU  /SA

TOTAL PACEASES: 1

e

Frice | e

1| smpazsan
2| raiene

andia:
ory. .

20.98
FEE

E3.me

snnm

017

- . Thank You For Your Ol"der!
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;mOTBHM

‘Ship 0 8513182 G50 OHE RECERMG 0ErT
e 1sTar
AEcEwmG
MO, € 95030

CREDIT CARD RECEIPT

o
=
"

STAPLES LARGE DNOER CLPS, 3

Last & Digits. of Gredit Card:

Amaunt Paid via Credit Card

amazoncon

Final Details for ICIl‘ﬂer #112-9815213-9376210
Prink this D for wour redonds,

Order Placed: Falvuary 5, 2018
Amagon.com ordar number: 117-9815213-3376210
Order Total: 399,51

Shipped on February 10, 2018

Twa-Cay Shipping

Payment information
Paymant Method:
\isa | Last dighs! Shipping B Handling:
Billing address
i ]
400 W FIRET STREST Estimated tax to be collected:
CHICO, CA $5829-0001
United Statas
Credit Card transactions Wisa anding ||

Tee view tne status of your ordar, retur to Order Summary.

Conditipg of Uk | (vvacy Matics © 1996-20LB, Ama2on. oo, In. or s siiates

Ttems Qrdered Prica
1 af: Emead fressbaard Fastaner Folder with SafeSHIELD Fastaners, 2 $45.04
Fasteners, 1/2-Cut Tal, 2° Expansion, Lattar Sie, Yelow, 25 per Sy
{14938}
Soid By Aemanncom Servioss, Inc
Coretion then
1 of: Smead Pressbaend Fastaner Folder wiih SafeSHIELD Fasteners, 2 774
Fasteners, 1/3-Cuf Tab, 27 Expansion, Laiter Size, Brght Red, 25 per fox
{14336
Soid 2y | Amasancam Seredes, In
Cardian: Hen
Shipping Address: Htem(s) Subkoral: $32.78
Snipping & Handling:  $0.00
Te st ‘-ise‘- Tots before Bx $32.78
Sales Tax: $6.731
Shipping Spaed: Total for This Shipment:$99.51

Ttemis) Subtatal: §52.74
Total before tax; $52.78

Grand Total:$99.51

¥ Fabfuary 10, 201B:

000

$6.73

$95.51
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amazohcom
Final Details for Order #112-3146925-3405824
Print this page for ypur records.

Ordar Placed: Fabruary 9, 2018
Amazon.com order number; 112- 3146525340582
Ordar Total: $53.85

Shipped on February 10, 2018

Ttems Ordered

2 of: Smead Presshoard Classification Folder with SsfeSHIELD Fasteners, 1
Dividter, 2° Expansion, Letter, Bright fed, 10 per box {13731}

ot re.

by Armagan zam Srevices,

Price
£26.89

Camtrun: i

Bt (s) Sublotal: $53.98

Shipping Address: Shipping & Handiing:  $0.00
Your Ceugen Savings: -5 05

Test User Total befose tax: §48.53
Salez T §2.82

Shippin : as

el S e Total far This Shipment:$53.85

Payment information

Payment Method:

Item(=) Subtotal: $52.98
e | Last aigits:

Shigging B, Handiing:  $0,00
i i e Your Coupon Savings: -$4.05
k Total before tex: $49,93

\
A FIRST SIREeT Estimated tax 1o b collacted:  $3.92

CHICE, Ch 55928-0001
United States Grand Total: $53.85

Credit Card transactions 5: February 10, 2018: §53.85

isa ending i
To wiaw the status of yeur order, reum ta Qrder Summary,

‘Conitions of Ust | Erivace WECE £ 3956-2038, Amaran o, Tnc, o s olones

- nore HAPPEN T

Ship to B51315: CS11CHCO RECEVING DEFT
a1
AECEMNG
o, camgz9

CREDIT CARD RECEIPT

Sai
wwasis EXPD TOWELETTES (818301 3 1 1 503 503
scnn PAFEAPAC BFOWER 28 PREMIUN D e ' 1 123 1623
a6 LISTR DEINFECTING WIPES, LENG. 3 1 1 a0 P
seamit PILOT DR, GAI® CENTER OF GRAVI [ ' ) i #7
Subtotal a0

FPrsightiMise Charges. w00

Tax w0

Last 4 Digits of Credit Card: Amount Paid wia Credit Card ssa87
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