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Frequently Asked Questions 

To assist you with reconciling your ProCard, we compiled a list of frequently asked questions and their 

answers. For your convenience, we organized the list by topic.   
 

General 

1.  Will I receive a paper credit card 

statement from US Bank? 

No, you will not receive a paper statement from US 

Bank.  You will receive an email from Account Payable, 

when your statement is available in CFS, provided you 

have purchases during that billing cycle. 

2.  How long can you bring up your 

statement? 

You typically have five (5) business days to reconcile 

your statement online in ProCard Adjustment.  After 

that period, transactions are charged to your default 

chartfields.   

 

After A/P completes their processing, you may review 

your past statements (and print reports if necessary), 

using the ProCard Completed Inquiry link, see your quick 

reference guide for more information. 

3.  Will we still get a statement in the 

mail? 

No, you will not receive a paper statement from US 

Bank.  You will receive an email from Account Payable, 

when your statement is available in CFS to 

view/reconcile, provided you have purchases during that 

billing cycle. 

4.  I did not receive the email to 

reconcile my ProCard.  What do I 

do? 

You should email Marina Manzano, ProCard 

Coordinator, to have her add you to the ProCard 

Cardholder Global Mail List. 

5.  What documents do I send in with 

my ProCard report? 

This process has not changed. You will send your 

ProCard report signed by you and your approving 

official, along with all receipts, packing slips, invoices, 

etc. associated with your transactions. 
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6.  How do I activate my new ProCard? 

 

Enter the last 4 digits of your CSUB employee ID no. (on 

your employee ID card), when asked for the last 4 digits 

of your social security number.  

7.  If we did not charge anything for the 

month, do we need to complete any 

paperwork or check anything 

online? 

If you did not make any purchases during the billing 

cycle or the purchases posted after the billing cycle, then 

you will not have a statement to view or reconcile. 

8.  How do I find out if I have food 

privileges on my ProCards? 

Please contact the ProCard Coordinator, Marina 

Manzano.  If you would like to request this privilege be 

added to your ProCard, you will need to submit a memo 

from your approving official briefly explaining why you 

need food purchasing privileges for your ProCard 

(program purposes, student function, etc.).  You should 

address this memo to Michael Chavez, Director of 

Procurement.  Once Mike approves it, the ProCard 

Coordinator will notify you and add the functionality to 

your ProCard. 

9.  What happens if I don't reconcile 

within the 5 business day period?   

Your purchases are charged to the default chartfield 

string associated with your ProCard.  If you need to 

move transactions to a different chartfield string, you 

will need to complete an expenditure transfer form and 

submit it to Accounting.   

Due Dates 

1.  How many days do I have to 

reconcile my ProCard online? 

You typically have five (5) business days to reconcile 
your ProCard statement online. 

2.  When I retrieved my ProCard 

statement in CFS, the information 

was grayed out and I could not make 

changes. 

 

After the reconciliation period has ended, you can no 

longer make changes online in ProCard Adjustment.  You 

can view your statement in ProCard Completed Inquiry, 

however, the information is unavailable to edit.  See No. 

9 above.   

3.  I thought I had 10 days to reconcile? 

 

You typically have five (5) business days to log into CFS, 

view your statement, reconcile your transactions, 

modify distributions and print your report once you have 
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received notification from Accounts Payable.  You have 

10 business days to get your signed report and backup 

documentation to Accounts Payable. 

EXAMPLE: For the October 2011 billing cycle, the 5-day 

reconciliation period was October 25-31, 2011.   The 

signed report and backup documentation were due to 

Accounts Payable on November 10, 2011 (10 business 

days).   

No Results or Information 

1.  Why are there no results, when I try 

to retrieve my ProCard statement 

Having no results when trying to retrieve your ProCard 

statement can occur for number of reasons, such as: 

 

 You are using the wrong business unit for your 

credit card. Your business unit is printed on your 

ProCard below your name (campus = BKCMP).  

 You did not purchase anything during the billing 

cycle (typically the 21st to the 20th of the 

following month); therefore, you do not have a 

ProCard statement to reconcile.  

 Your purchases posted to your credit card after 

the billing cycle cutoff date (typically the 20th) 

and will appear on your next ProCard statement. 

 Reconciliation period, typically five (5) business 

days, has passed.  Your transactions posted to 

your default chartfields.  To view your statement 

and print your report after the reconciliation 

period has passed, select the ProCard Completed 

Inquiry.   

2.  I logged into CFS and made it to the 

CSU Portal but was directed to 

another PeopleSoft login screen and 

my NET ID/Password did not work 

You might not have access to CFS ProCard.  Did you 

complete and submit a CFS Access Request Form (under 

BAS forms) for ProCard access role?  To verify, contact 

the ProCard Coordinator, Marina Manzano who will 

check with IT Security on the status of your access.   

3.  I logged into CFS but could not bring If you did not make any purchases during the billing 
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up a statement.  Does that mean I 

did not have any charges that hit on 

that period?   

cycle or the purchases posted after the billing cycle, then 

you will not have a statement to view or reconcile in 

CFS.  You may see a message indicating, “No matching 

values were found.” 

 

If you had transactions for the billing cycle that ends on 

the 20th of the month (unless it falls on a 

Saturday/Sunday, then it would be the following 

Monday), then more than likely it is past the 

reconciliation period (typically 5 business days).  

Transactions will have posted to your default account.  

To view your statement and print your report after the 

reconciliation period, select the ProCard Completed 

Inquiry.   

Past ProCard Reports 

1.  How do I view my ProCard 

statement from a different month? 

To view previous months’ ProCard statements/reports, 

use the ProCard Completed Inquiry link on the CSU 

ProCard menu.  For more information, see page 15 in 

the ProCard Reconciliation Quick Reference Guide. 

2.  Where do I view the report, when it 

is not viewable using the ProCard 

Adjustment link? 

After AP completes their processing, you may review 

your past statements, using the ProCard Completed 

Inquiry link; see page 15 in the ProCard Reconciliation 

Quick Reference Guide. 

Correcting Information 

1.  What do I do, if I used the wrong 

ProCard for purchasing? 

If you use the wrong ProCard for a purchase, then you 

will need to complete a Billing Request Form to move 

the transaction to the appropriate business unit. 

2.  What happens if I notice that 

someone did a chargeback to my 

department erroneously? 

You or the other department will need to complete an 

Expenditure Transfer form to have the chargeback 

corrected. 

3.  How do I change the default 

chartfield information for my 

ProCard? 

To change your chartfield information for your ProCard, 

please complete a ProCard Revision Form and submit to 

Procurement.  
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4.  I have a new department Chair or 

Administrator but my statement 

shows the old Chair/Administrator’s 

name as the approving official.  Do I 

cross out the old name and write in 

the new Chair/Administrator’s 

name? 

Yes, but only for the immediate report pending.  

Complete a  ProCard Revision Form to correct your 

approving official and submit to Procurement.   

 

5.  How do I fix a transaction that used 

an incorrect or outdated default 

chartfield? 

 

If you had a charge that was posted to the default 

chartfield, which is incorrect, you will need to do an 

expenditure transfer to move the transaction.  

Reconciling 

1.  Do I need to check a category for 

every transaction on my statement? 

No, you should only use a category when your purchase 

fits the description for that category. For more 

information, see page 10 of the ProCard Reconciliation 

Quick Reference Guide. 

2.  I only see one purchase listed on my 

statement but I made several 

purchases within the billing cycle I 

am reconciling 

PeopleSoft is set up to show the first line only under 

transactions.  Click view all under transactions to see all 

of the transactions/purchases.   

Sales Tax 

1.  What do I do if the vendor did not 

charge sales tax for the purchase of 

an item that is taxable (such as a 

book)? 

If a vendor did not charge you sales tax for a taxable 

purchase, make sure you check the Tax box for the 

transaction when reconciling your statement/report in 

ProCard Adjustment. 

2.  What happens when I check the Tax 

category in CSU ProCard? 

Accounts Payable, who reviews/audits ProCard reports, 

will calculate the use tax on the item purchased and 

General Accounting will post a chargeback to the 

chartfield string associated with the transaction for the 

use tax amount.   
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3.  How will Accounts Payable know 

that my taxable purchase included 

shipping and handling, which is not 

taxable? For example, my total 

purchase at Amazon was $110.  I 

purchase $100 worth of books, 

which are taxable, and I was charged 

$10 for shipping/handling, which is 

not taxable. 

Cardholders should attach the receipt/invoice that show 

all charges itemized.  Packing slips also show a 

breakdown of the charges, so cardholders should attach 

these documents to the reconciliations as well.  AP techs 

are trained not to include shipping/handling amounts 

when calculating use tax.  If an AP tech is unable to 

determine the breakdown, they are trained to contact 

either the vendor directly or cardholder for an itemized 

invoice. 

Multiple Business Units 

1.  I have stateside and foundation 

funds. May I request a stateside 

card, since I have one for 

foundation? 

You will need to complete and submit a Procurement 

Credit Card (ProCard) Application for a stateside card.   

2.  I only received a stateside card and 

didn't know until training that I 

could not make a purchase for an 

auxiliary on a stateside card. I 

purchased an item that needs to be 

charged to an auxiliary account 

(such as ASi, Foundation, Student 

Union, Sponsored Programs).  How 

do I correct this? 

You will need to complete a Billing Request Form to 

move the expenditure from stateside to an auxiliary.  If 

you will be making purchases for one or more auxiliary, 

please complete a ProCard application for the additional 

card(s) needed. 

Forms 

1.  I do not currently have access to 

PeopleSoft CFS, what do I need to do 

to get access to the ProCard 

information in PeopleSoft CFS? 

 

 

 

 

You'll need to complete a CFS Access Request form 

(select ProCard for Access Roles) located at: 

http://www.csub.edu/BAS/fiscal/it/forms/PS_FS.pdf 

Printing ProCard Reports 

http://www.csub.edu/BAS/fiscal/it/forms/PS_FS.pdf
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1.  Why isn’t my ProCard Report 

printing? 

The most common reason is the printer icon  button 

was not clicked before clicking the Process Monitor link 

(Process Monitor).  However, other reasons are: 

 On the Process List screen, the Name and Type 

fields are not blank.  Remove the information in 

these fields and click Refresh. 

2.  I clicked on process monitor and the 

process list page appears. What do I 

need to do now to get to my report? 

Click the Refresh button until the Run Status shows 

Success and the Distribution Status shows Posted.  Click 

the Details link and you will be taken to the Process 

Detail Screen. Click the View Log/Trace link and you will 

be taken to the File List Screen, you should see three 

documents listed there.  Select the file that ends in .pdf 

(typically the second file).   

3.  I followed all the steps in the guide 

and am able to view my report, but I 

don’t see a printer icon to print my 

report. 

Move your cursor (mouse) to the bottom of the screen.  

A gray menu will then appear.  Select the printer icon to 

print the report to your local printer.  You can also save 

the report from this menu. 

 


