Monthly Processing Instructions -
Monthly Reconciliation of Procurement Card Transactions

Log into “My Fresno State”

On My Homepage — click on the CFS Peoplesoft Financials Tile

Then Click on the Purchasing Tile

Click on the Procard Adjustment that is on the left side of your screen

® Select Business Unit or either FRSNO (default) or FRATH (for athletics)

® Enter Cardholder’s last name

® C(Click on “Search”

< CFS92 CFS Purchasing

1 Review Purchase Order Info v
I ProCard Adjustment I
1 Reports v , , : : .
Enter any information you have and click Search. Leave fields blank for a list of all values.
1 ProCard ~ Find an Existing Value

Search Criteria
ProCard Account Setup
Business Unit FRSNO Q
ProCard Adjustment Origin [ begins with v | Q
Invoice Date 1)
) m LastName|begins with v [
ProCard Completed Inquiry First Name|begins with v

Invoice Number| begins with v

(U case Sensitive

1 Procurement Contracts v

1 Supplier Information v

] L
Search Clear Basic Search [&" save Search Criteria



Monthly Reconciliation of Procurement Card Transactions (Cont’d)

Pro stment

Business Unit: FRSNQ  ProCard Origin: USE MName: VICTORY BULLDOG  # 123456789

Ilnvoice: Pcnszoouzﬂll Invoice Date: n&wmnzolTotal: 24,617.66 & Process Monitor
Attachments
Add Attachment Attachment 1
Attachment 2
Attachment 3
Attachment 4
Transactions Find | View All First (4) 10f10 (k) Last
Supplier Name: AMZN MKTP US*MJ31W2740 State: WA
Transaction [ Hiﬁhi‘ﬂdise.h unt: 205.14

Description: 0396 MISCELLANEOUS AND SPECIAL 20396 |

217 characters remaining
Reference #:

Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel
Distribution Personalize | Find | View All | (21| @ First (4 10of1 (k) Last
GE Busines;s * Account *Fund DeptiD Program Class Project Distrib. Amt.
1 [FRSNO |@ (660820 |@ (90000 |q [41408 |q @, (00000 |G a 205.14
[5]Save ||[@r Returnto Search
1. Invoice#: System generated. The first two characters are PC, the next four

characters are MMYY (the month and year of the billing statement), and the last 4
are sequential numbers.

2. Invoice Date: The billing statement date

3. Description: Default description based upon vendor’s MCC (merchant category code)

4. Distribution: These fields are automatically populated with cardholder’s default
chartfield string.



Monthly Reconciliation of Procurement Card Transactions (Cont’d)

ProCard Adjustment

Business Unit: FRSNQ  ProCard Origin: USE Name: VICTORY BULLDOG 123456789
Invoice: PC08200020  Invoice Date: 08/11/2020 Total: 24.517.66 & Process Monitor

Attachments

Attachment 1
Add Attachment
Attachment 2
Attachment 3
Attachment 4
Transactions Find | View All First (4) 10f10 (k) Last
Supplier Name: AMZN MKTP US*MJ31W2740 State: WA
Transaction ———l2 020 . Merchandise Amount: 20514
Descrimion:§|Modular carrying case for Outreach I

220 characters remaining
Reference #:

Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel

Distribution Personalize | Find | View All | (2] | @ First (4) 10of1 (k) Last
GE B"'Sin;:; * Account *Fund DeptlD Program Class Project Distrib. Amt.

1 |FRSNO |G 660820 |G 90000 |Qy (41408 )G Qy |00000 |G a1 205.14] [+ [=]

[5] Save ||[Zh Return to Search

1. Description: Delete default description and enter a brief description of the item purchased
and it’s business purpose.

2. Distribution: If required, change chartfields here. Click on magnifying glass to view
additional chartfield selection.

3. To see the next transaction, click on the > icon button. To see all charges for the
billing cycle select “View All”

Transactions Find §View All First 4 10f ‘-D Last
Supplier Name: AMZN MEKTP US*"MJ31W2T40 State: WA
Hl Save

If you are adjusting multiple transactions please remember to click on
At the bottom of the transaction page so that your changes are retained.



Monthly Reconciliation of Procurement Card Transactions (Cont’d)
Split Distributions

ProCard Adjustment

Business Unit: FRSNO  ProCard Origin: USE Mame: VICTORY BULLDOG — #123456789
Invoice: PCO2200020  Invoice Date: 08/11/2020 Total: 2451766 &} Process Monitor

Attachments

Attachment 1
Add Attachment
Attachment 2
Attachment 3
Attachment 4
Transactions Find | View 1 First (4 1-100f 10 (k. Last
Supplier Name: AMZN MKTP US*MJ31W2740 State: Wwa
Transaction Date: 07/13/2020 Merchandise Amount: 205.14

Description: Modular carrying case for Cutreach

220 characters remaining
Reference #:

Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel
Distribution Personalize | Find [EII B First (4) 1-20f2 (¢ Last
GL Business . pccount  *Fund DeptlD Program  Class Project Distrib. Amit.
1 |FRSNO |G 660820 |G (90000 |G (41408 | Q00000 |G Q, 105.14] [+ | =]
2 FRSNO (@ 660003 |Q |90000 |Q (20123 |Q&y Q |COVI9|Q Q, 100.00| [#] [=]

To split the distribution on a transaction, click on “View All” on the Distribution line, then

click on the “+” at the end of the chartstring row to insert a new distribution row. Add the
chartfields for the second distribution. You may split a transaction up to 9 lines.

[§ save
When you are finished, select “Save”.



Monthly Reconciliation of Procurement Card Transactions (Cont’d)

ProCard Adjustment

Business Unit: FRSNO  ProCard Origin: USE Name: VICTORY BULLDOG #123456789

Invoice: PC0S200020  Invoice Date: 08/11/2020 Total: 24517.66 & Process Monitor

Attachments

Attachment 1
Add Attachment
Attachment 2
Attachment 3
Attachment 4
Transactions Find | View 1 First (4) 1-100f 10 (k) Last
Supplier Name: AMZN MKTP US*MJ31W2740 State: WA
Transaction Date: (07/13/2020 Merchandise Amount: 205.14

Description: Modular carrying case for Outreach

220 characters remaining
Reference #:

Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel
Distribution Personalize | Find | View Al | (2 | [ First (4} 1-20f2 (p) Last
CE B”“‘"S:; *Account  *Fund DeptiD Program  Class Project Distrib. Amt.
1 [FRSNO |G 660820 |@ [90000 |q (41408 @ @ (00000 |q a 105.14] [#] [=]
2 [FRSNO |q (660003 | (90000 | [EASENNC, @ [covis|q a 100.00] [#] (=]

Meszage from webpage =)

& Inveld value - press the prompt buthon of hyperbnk for & let of valid
A sz

'|
'!
4'

Thee valiae entered in the field does not match ane of the allowable
walises. You cam pee the allowabie vabues by pressing the Prompt

button or hyperdink.

)

When you click on “Save” the PeopleSoft system automatically checks for the following:

® The total Distribution Amount must equal the Merchandise Amount.

e The transaction must have valid chartfield combinations. The PeopleSoft system will
permit you to save the transaction until the distribution amounts and chartfields are
valid.



Printing Procurement Card Statements

When you are finished making adjustments to your procurement card transactions, you will

need to print your ProCard Statement.

The ProCard Statement may be printed from the ProCard Adjustment panel or the ProCard

Completed Inquiry panel.

To print the statement first click on the printer icon on the upper right corner of the ProCard

Adjustment panel, then click on “Process Monitor” located next to the printer icon.

o o

ProCard Completed Inquiry Page

Business Unit: FRSNO  ProCard Origin: USE Name: VICTORY BULLDOG #1234A56789

Invoice: PCO7200012  Invoice Date: 07/12/2020 Total: 2504 &5 |\ Process Monitori

View Attachment
Attachment 1
Attachment 2
Attachment 3
Attachment 4

Transactions Find | View All First 4 10of1
C) Supplier Name: AMZN METP US"NMJBJPIGAZ State:

Transaction Date: 07/09/2020 Merchandise

Amount:
Description: (COWVID19 Chair for Sisumuoi Delcroiz, Earth & Environmental Sciences

WA
85.94

Reference &:
Equipment Tax Registration Printing!Promo Computer
Service Hospitality Other Disputed Travel
Distribution Parsonalize | Find | View Al | (71| E First (4 10of1 (b Last
GL Business Unit Account Fund DeptD Program  Class Project Distrib. Amt.
1 FRSNO 660003 %0000 32243 cowv1g 85.04

Last

0]



Printing Procurement Card Statements (Cont’d)

Click on the yellow refresh button until the Run Status changes to “Success” and the
Distribution Status is “Posted”.

Process List Server List

View Process Request For
a 2= — i Crro—

User IO Type |
Server| ] Name T, Instance From Instance To

Run Status W Distribution Status | w Save On Refresh

Process List Personaiize | Find | view All | (21| B Firsl (4 1-20f2 (k' Last

Select Insiance  Seq. Process Type z':r'r';"’ User Fun Date/Time Run Status E‘L::I’J':”'i"” Details
18700595 S0OR Report CSUPOD0E ' ODE262020 851 44PM PDT Cueued NIA Detads
19700595 S0OR Report CSUPOO0E ' DE26/2020 8.48:41PM PDT Success Posted Deatails

Go back to ProCard Adjustmeant
(B Save ||[=] Nottty

Process List | Server List

1] B First (4 1-20f2 ) Last

Distribution

Run Status Status Details
Success Posted Details
Success Posted Details

*

Click on the Details Link



Printing Procurement Card Statements (Cont’d)

Process Detail

Process
Instance 19700597
Name CSUPO00S
Run Status Success
Run

Run Control ID 002

Location Server

Server PSUMNX

Recurrence Re-send Content
Date/Time Actions
Request Created On 08/27/2020 9:15:09AM PDT FParameters Transfer
Run Anytime After 08/27/2020 9:1509AM PDT Message Log
Began Process At 08/27/2020 9:15:24AM PDT Batch Timings

Ended Process At 08/27/2020 9:15:37AM PDT | v

. OK || Cancel |

Type SOR Report
Description ProCard Statement

Distribution Status Posted

Update Process

Hold Request

Queue Request
Cancel Request
Delete Request

Click on the View Log/Trace link

Restart Request



Printing Procurement Card Statements (Cont’d)

View Log/Trace
Report
ReportID 10962149
Name CSUPC003
Run Status  Success

ProCard Statement
Distribution Details

Distribution Node FBCFSPSC

File List
Name

SQR _CSUPC008 19700597 log

csupo008_19700597 PDF

Distribute To
Distribution ID Type

User

Return

Click on the PDF Link

Process Instance

19700597

Process Type SOR Report

Expiration Date

File Size (bytes)
1,791

9,066

333

* Distribution 1D
25105141517

Print the ProCard Statement

10/26/2020

Diatetime Created

03272020 91537 157T113AM FDT
037272020 91537 157113AM PDT
037272020 91537 157113AM PDT



CSU Fresno
US Bank ProCard

Sample ProCard Statement

Business Unit: FRSNO

Acccount Name:

BULLDOG VICTORY 5592782800 #100490178

Imvoice Number: PCOS200020

Imvoice Date:  August 11, 2020

in:  USE Todal Amount: § 1460766
Tran It Supplier St Lime Amt  Deseription Reference Pur Cat Upal By Upd Dt Disp
Distrib Ln# BUAGL Acct Fumd Dhepit Prgm Class. Fruoj Amount
I 071320 AMZN METP US*MIZIWIT40 WA 205.14 Modular carry 25105141517 0227720
Outreach
1 FRSNO BA0E20 0000 41408 OO 10514
2 omaze 'CSU Fresno
US Bank ProCard
Business Unit: FRENO Imvoice Number: FOOSZ00020
. Account Name: BULLDOG VICTORY 55%27R-1800 #100490178 Imvoice Date:  August 11, 2020
3 0TS0 | origin: usm Total Amsunt: § 261766
Tran Dt Supplier 5t LincAmt  Description Reference Pur Cat Updl By Upd Dt Disp
Distrib Ln#d BLVGL Acet Fuml Diepit Frym Class Pruj Ampunt
4 OWIT20
1 FRENO B60002 48517 41410 D000 21.74023
Total Distribution 3174023
10 DROT20 AMIN METPUS WA -85.94 Sigumuci Delcroix - Earth & ISIOM90ITE OR1120
5 07RO Env Sciences - credit for
chair not shipping (charge on
pravious menth)
1 FRSNO B60003 90000 2243 COVIS =B594
& O7TLE0 Total Distribution -B5.94
Purchase Categories:
1 have reviewed the card statement and have approved the transactions. | certify that all the parchases listed on the statement, unless Noted in "Disputed Item™ column, are true and correct and were made for official CSU
7 aamg PO All goods orservices have been received and payment is sulborized. The card issuer has been nofified of all disputed items. {4 copy of the cantholders satement of disputed ifers i afached
Sigmature of Cord Helder, BULLDOG VICTORY Daate Signature of Approving (Wficial. Sally Pride Diate
B 072720
9 073020
Program Mam
Page |

Program Name:  CSUPOD0R

Page I

Send stwicmeat snd all receipts vis Docudgs to: Accomst Fayable Atin: Eva Owens (sowems oufrovnecds) or Send 3 bard copy ts M5 1ASE
wilh ariginal signatarrs. Taps sraginal rocvipis on § 12 3 11 sheet and staph ropord.

Repont Date: 0BZ720
Repont Time: 09:27:56



Monthly Processing Guidelines
Both the Cardholder and Approving Official must sign the ProCard Statement.

® |f your Approving Official is unavailable to review and approve your purchases you are
responsible for contacting your designated Alternate Approver to review and approve
your purchases.

® |f your paperwork is late any three times in a 12-month period, your card maybe
temporarily suspended or the limits reduced. If your paperwork submissions to
Accounts Payable continue to be late, your Procurement Credit Card maybe revoked.

® Please number the receipts/invoices to correspond with the line number on your
ProCard Statement.

® |ndividual receipts/invoices smaller than 4 %4” x 5 %" should be taped to an 8 5” x 11”
sheet of paper to ensure they are not lost in transit.

® Email copy of the ProCard Statement with signatures and attached receipts to: Eva
Owens at eowens@mail.fresnostate.edu. Send as attachment through email or
through Adobe.

® When: By the 5% business day following the cycle end (@ 4™ day of the month).

® Keep a copy of your US Bank ProCard Statement, and invoices/receipts for a minimum
of 90 days (preferably 1 year).
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