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 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 If you are not familiar with CFS, have never logged in before, or are unsure if you have access please

contact the Accounts Payable office.

 Navigate to the CSU ProCard menu
o Choose Main Menu

o Choose CSU
ProCard

o Choose Use & Inquiry, then ProCard
Adjustment

o Search by cardholder



AP: Procurement Card Reconciliation Quick Guide July 2024 

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

o Click Save

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

o Once job runs to “Success Posted” click on the Details link
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o Click on View Log/Trace link

o Click on the .pdf file

o Review the report to make sure no further chartfield changes are necessary and then attach 
supporting receipts and route for approving authority signature.




