S Lo . ACCOUNTS PAYABLE
California State University Chico KENDALL HALL ROOM 208 Procurement

Business and Finance CHICO, CA95929-0243 Credit Card
530-898-6426 T
FINANCIAL SERVICES www.csuchico.edu/ap Reconciliation
Quick Guide

CFS Entry

e Login to CFS
o If you do not have the link saved you can access it by way of this page or from the Financial
Services page.
o Ifyou are not familiar with CFS, have never logged in before, or are unsure if you have access please
contact the Accounts Payable office.

e Navigate to the CSU ProCard menu
o Choose Main Menu

Favoriies = Main Menu -

Search Menu:

IORACLE ®
o Choose CSU
ProCard
(3 c¢suProcard b

o Choose Use & Inquiry, then ProCard
Adjustment

o Search by cardholder

ProCard Adjustment

Enter any information you have and click Search. Leave fields

Find an Existing Value

Search Criteria

Business Unit| = ¥ CHICO Q
Origin| begins with ¥ || Q
Invoice Date| = v 5

Last Name| begins with v
First Name| begins with ¥

Invoice Number| begins with v

Case Sensitive
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o

o

o

o

Review charges and update transaction(s) to reflect description of item and

chartfield

Favorites = | Main Menu « > CSUProCard» > Use&Inquiryv > ProCard Adjustment

ORACLE’

MENU «  Search

ProCard Adjustment

Business Unit: CHICO  ProCard Origin: USB Name: | Test User #123456789 |
é Process Monitor

Invoice: PC11170009 Invoice Date: 11/20/2017 Total: -777.51

Attachments

Add Atachment] SBachme™ plaace do not attach anything, not using
- Attachm this function at this time.

Attachment 3

Attachment 4

Advanced Search

row at

|Paper towels

Description:

Add description of
item purhcased

242 characters remaining

Reference #:| ] =
Can u
Equipment Tax Registration Printing/Promo Computer transaction
balance

Service Other Travel

Hospitality

Disputed

/e on default chartfield
1ge values as needed

1

Distribution ersonalize | Find | View All | L1| First

GL Business oot Class Project
Unit

Q Q

Program

1 [cHICO | @, 660003 |@, [61006 @ [D12345|Q Q

Transactions Finc{| View All First ‘& 10f3 ‘& I,ast
Supplier Name: WW GRAINGER State: L
Transaction Date:  10/31/2017 Merchandise Amount: 12620 [ Can look at one

select view all to
scrall through all
rows

se "+" to split

Amt" above

Distrib. Amt.

a time or

but totals must
erchandise

10f1

128.20 =l

Click Save

Print the summary report by clicking printer icon, then click on Process Monitor link

Once job runs to “Success Posted” click on the Details link

Favories = BMain Menu = y CSUPmCard= »  Use & Inguiry 3 ProCard Adpestment
ORrRACLE MENU = | Sgarch Advanced Search
ProCard Adfustment
Business Unit: Ct ProCard Onigin: USE Name: #9348 T00 !
Invoics: PCHTIT0008  Involce Date: 11202017 Total: 77751 & Process Mondor

Favorites = ‘ Main Menu « > CSUProCard » » Use & Inquiry v > ProCard Adjustment > Process Monitor
ORACLE MENU = | Search Advanced Search
Click refresh until you
see "Success -
Posled” status below
Process List || Server List et atnlisbonw
View Process Request For
User ID Q  Type | v | [Last r] 30 [Days ] Refresh
Server ¥ | Name Q Instance to
Run Status| | Distribution Status '._. ¥ save On Refresh
Process List Personalize | Find | View All | [Q—| Q First ‘&' 1-250f25 ‘&' Last
Select Instance  Seq. Process Type Process Name User Run Date/Time Distribution Details
134680274 SAR Report CSUPQ008 20005207359 01/11/2018 11:47:17AM PST | Success Posted Details
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o Click on View Log/Trace link
Process Detail
Process
Instance 13460274 Type SQR Report
Name CSUPO008 Description ProCard Statement
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID 002 Hold Request
Location Server Queue Request
Cancel Request
Server PSUNX
Delete Request
Recumence Re-send Content Re]
Date/Time Actions
Request Created On 01/11/2018 11:4717TAM PST Parameters! Transfer
Run Anytime After 01/11/2018 11:47:17AM PST Message Log
Began Process At 01/11/2018 11:47:45AM PST Batch Timings
Ended Process At 01/11/2018 11:47:55AM PST
o Click on the .pdf file
View Log/Trace
Report
ReportlD 5072169 Process Instance 13460274 Message Lod
Name CSUPOD03 Process Type SQR Report
Run Status ~ Success
ProCard Statement
Distribution Details
Distribution Node ~ FBCFSPSB Expiration Date ~ 02/25/2018
File List
Name File Size (bytes) Datetime Created
SQR_CSUPQO08_13460274.lcg 1,791 01/11/2018 11:47:55.199793AM PST
Eupoﬂﬂ&_‘lﬂd-SO?M,F’DF 6,608 01/11/2018 11:47:55.199793AM PST
csupollE”_ 1346074 out 282 01/11/2018 11:47:55.199793AM PST
Distribute To
Distribution ID Type *Distribution 1D
O

Review the report to make sure no further chartfield changes are necessary and then attach

supporting receipts and route for approving authority signature.

California State Univ, Chico
US Bank Pro-Card
Bamimews Unitz CHICO

Asvmunt Name:

Tnveice Number: T 1178009

Iveice Date;  November 20, 1817
Origin: _U'SH Total Amuunt: § =115
Tranth  Supplicr S LineAmi  Description Keferener Pur Cat Tpd By Updth Dep
Ibuirih La# BUMGL Aret Fund__ Dept  Prgm  Clam Pro  Amout
I NIT WW GRATNGER i 13630 £17£839706 WHOLSALE THDUST JSTII BLOLI
20PF 6176833704
IO el 13630
Tous! Dissrbution 13620
3 AT WK GRAINGER I SHAT G1T4TH1410 WMOLENZE © LTI BLOUTE
SUPP 6376791629
| eson 2487
e yT——— 2487
3 1INIT7 UMD SUPPLY FACILITIES MA1 GA « 142838 9158992052 WROLESALE 20005207359 DLOIR
COMMERCIAL 9188992082
1 omen  seoom , s - 147538
o : SN —— oA
Purchase Casrgarie: -
a.
1 have revicwed the and have =y 1 comfy that all the peschases titod on the sissement, unless Noted in “Dispasied Isom™ column, are roc and correet snd were made for offsel (51
purposes. All poads or serviess have boen neceived and paymsent i authoriznd. The cand issuer Kas been notified of all disputed isema. (A copy o the caniholders stabement oT disputed item is attachod
Siguatury of Card Hobder, Date Signatmre of Apprasing Official, Thate
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