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1.0 Overview

The ProCard Reconciliation Guide aims to teach you effective practices for reconciling your credit card. In
addition, it will familiarize you with the activities required to reconcile your credit card and submit it to Payment
Services.

1.1 Cardholder Responsibilities

As a ProCard cardholder, you are responsible for reviewing your credit card statements for accuracy and
submitting required signatures and supporting documentation to Payment Services.

The CSUB Procurement Credit Card (ProCard) Handbook covers all policies and procedures governing the
responsibility and use of the ProCard. The ProCard Handbook is located on the Procurement & Contract
Services website, along with other helpful information. See the following link for more information:

1.2 Reconciliation Workflow

As part of your cardholder responsibilities, you must reconcile your ProCard every month and submit your
digital reconciliation packet to Business Services on time.

The reconciliation workflow begins with you receiving an email reminder from Payment Services. You will
reconcile your credit card statement online adding descriptions and other relevant information. Once you
complete the online entries, you will download the statement, add the supporting documentation (i.e.
receipts), acquire the necessary signatures, forward your packet to Business Services, and save a copy for
your records. See Figure 1 below for a summary of this workflow. If you fail to update your transactions prior
to the due date, Payment Services will process your transactions using your default chartfield

accounts. You can review your processed transactions using the ProCard Completed Inquiry module in CFS.
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1.3 Best Practices for Reconciliation

The best practices will help you in reconciling your ProCard

Comply with all the policies and procedures outlined in the ProCard Handbook

Be vigilant in safeguarding your credit card and credit card information

Keep a log or transaction register of all your purchases

Store your receipts and other supporting documentation in a safe place

Reconcile your statement every month

Make sure you use the appropriate chartfields and categories

Exercise care when splitting distributions so that the correct chartfields are charged
Always save a copy of your completed reconciliation packet

Submit your reconciliation packet on time
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2.0 Getting Started

Before you can get started with reconciling your ProCard, you will need to access the Common Financial
System (CFS). You will need your Net ID and password.

21 Accessing CFS

Before you begin, you will need to navigate to the CFS and login using your Net ID and password. The
following instructions will guide you through this process.

1. Open your preferred internet browser.

“ & 8 csub.edu/faculty-and-staff

In the addreSS bal’, type the fO||0WIng K I::.'-.LIII]I-EI-I.I‘. ..l |‘III. |_|"“"."|_|'if£: I'.Ir

7> BAKERSFIELD

http://www.csub.edu/faculty-and-staff

2. From the All Faculty and
Staff Links

Cli CFS i
lick the CFS Login 30U

CFS Login

3. Onthe CSU Portal page, perform the following e i
tasks: p—

CSU LOGIN

Select Bakersfield from the Campus drop-down
menu

Click the -2 | pytton

4. Onthe CSU Bakersfield authentication page,

a. Enter your CSUB email

b. On the next screen, enter your e

password Signin
c. On the next screen, enter your SSO retia@esus e
verification
Please use your CSUB Email and Password to login.
CS92MP3 ProCard Reconciliation Guide © 2014-23. All Rights Reserved. Page 6
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5. Your CFS home page appears. Don’t worry
if the page is blank.

6. Now that you are logged in, please remember the following tips:

a. Log out when you are done
b. Don’t use your browser buttons to navigate

CS92MP3 ProCard Reconciliation Guide © 2014-23. All Rights Reserved.
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3.0 ProCard Reconciliation

When you complete the Monthly ProCard Report, you will perform tasks, such as:

e Adding descriptions and categories
e Updating your transactions
e  Splitting distributions

e Printing/downloading your statement

The following sections will guide you in performing each of these activities.

3.1 Updating your credit card transactions

Once a month, you will need to review your transactions for accuracy and update your transactions by
adding descriptions, selecting categories, and adjusting your chartfields, where appropriate. These
instructions will guide you through this process.

1. Click the NavBar KA icon.

2. When the NavBar opens, click the Navigator Navear €8
button =
3. When the menus appear, scroll down to CSU Navear: Navigtor o

ProCard and click it

CSU ProCard >

CSU State & SW Reporting >

MY Favomen Supplier Contracts 5

4. Click Use & Inquiry NavBar: Navigator o

4= | CSU ProCard *

Navigator Use & Inquiry >

5. Click ProCard Adjustment

g 47 | Use & Inquiry *
Navigator ProCard Adjustment

m ProCard Completed Inquiry
CS92MP3 ProCard Reconciliation Guide © 2014-23. All Rights Reserved.

Last Modified by Bethany Davis on 06/07/23 CSU Bakersfield

Page 8




Common Financial System 9.2 MP3
ProCard Reconciliation Guide

Quick Reference Guide
6. The ProCard Adjustment search page appears. ProCard Adjustment
Enter yOUI’ SeaFCh Crlterla tO retneve yOUr Enter any information you have and click Search. Leave fields blank for ¢
transactions. Find an Existing Value

Search Criteria

e Enter Business Unit, such as BKCMP ‘

Business Unit = « Q
e Enter the cardholder’s last name, such as  Dron[ieghewh - 2 g
Radney LastName begins with @ 3

FirstName begins with w

Invoice Mumber begins with -

e |f desired, enter the cardholder’s first

[ case sensitive

name, such as Terri 4
@ Clear | Basic Search & Save Search Criteria
Click the __Searen | pytton

7. From the Search Results, select the hyperlink for the invoice you would like to view. You may not see
Search Results, if there is only one row to select.

Search Results
View All First ‘4 12 of2 k' Last

Business Unit Origin Invoice Date Last Mame First Name Invoice Number Cardmember Number

EKCMF USB 10/21/2015 washington George PC10150002 993555999
BKCMP USB 12/21/2017 Washington George PCI1150002 999399999
8. The PrOCard Adjustment page appearS Business Unit: EKCMP  ProCard Origin: USE Name:  Washington, George #959959599
Inveice:  PC12170001  Invoice Date: 12/21/2017 Total: 45737 & Process Monitor
Attachments
Add Attachmen!, ::ac:men:;
In the Transactions section, click the View All link to
Attachment 4
show all your transactions or charges, if necessary. — = LT
Rev|ew each transactlon for aCCUI'acy supplier Name:  The Baok Store state: NJ
Transaction Date:  12/13/2017 Merchandise Amount: 258.87
Deseription: |00000000000000000  WHOLESALE OFFICE SUP

00000000000000000

182 characters remaining
Reference #:

[ Equipment [C1ax [Registration Printing/Promo ] Computer
[ service ClHospitality [l other [ pisputea Travel
9. Inthe Transactions section, update each Temesie Find | ViewAl  First @ 1af2 ) Last
. Supplier Name:  The Book Store State: NJ
transaction as follows: ———— amcun: .

Description:{ 00000000000000000  WHOLESALE OFFICE SUP
00000000000000000

e In the Description, add a meaningful
description, such as Office supplies (paper,
pens, pencils, toner, etc.).

10. If neces.sary, selecta Categor_y by ?’heCklng the [l equipment [Cax [ Registration Printing/Promo | Computer
appropriate box, such as Registration. If you are D service Clhospitaity  [other D oisputed Travel
disputing the charge, be sure to check the
Disputed box.

CS92MP3 ProCard Reconciliation Guide © 2014-23. All Rights Reserved. Page 9
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Equipment Equipment: one item total acquisition
0f$2500 or greater (requires permission

by Procurement Director)

Tax CA Sales Tax/Out of State Use Tax

Registration Registration for Conferences, Seminars,
Memberships, etc.

Printing/Promo Not Used

Computer Not Used

Service Non-Contractual Services, less than $1000

Hospitality Hospitality, Food Expenses

Other Fixed Assets Equipment: one item total
acquisition of $5000 and greater (requires
permission by Procurement Director)

Disputed Disputed transaction

11. In the Distribution section, change the
chartfields, if necessary, such as adding a
Program, Class, or Project code.

Please note that changing the Business Unit is
not an option.

Distribution

GL
Business “Account  *Fund DeptiD Program  Class Project
Unit

1| [BKCMP |Q (660002 |Q |BKOO1 |Q |D21300/Q Q [¢} Q

Personalize | Find | view All | &2 | = First ‘4 10f1 ‘» Last

Distrib. Amt.

27981| ¥ [=]

12. Scroll down to your next transaction and repeat the steps for the remaining transactions.

When you are satisfied, click Lo SaV&

3.2 Splitting Distributions

On occasion, you may need to share the expense of a transaction between more than one fund, account,
project, program, or class. You can accomplish this by performing a split distribution. These instructions will

guide you through splitting distributions.

1. In the Distribution section of the desired

) ) e Distribution Personalize | Find | View All | @\ E First ‘4 10f1 &' Last
transaction, click the [+ button to add a row oL
Business *Account *Fund DeptiD Program Class Project Distrib. Amt.
below the entry =
1 |BKCMP |@, 660003 |@ BKOD1 |@ |D10152|Q, Q Q Q 100.00 j
2. If necessary, click the View All to see both | [osisuon Personaize | Frna(Eeowd)B | B Fiot ® 12012 @ Last
Iines Businegg *Account  *Fund DeptiD Program  Class Project Distrib. Amt.
Unit
1 [BKCMP |Q [660003 |@ [BKOO1 |@ [D10152]Q Q aQ a 100.00] [#] [=]
2 [BKCMP |Q Q Q. Q. Q. Q. Q 0.00 [(+] [=]
3. In the Distrib. Amt, Change the dO”ar amount, Distribution Personalize | Find | view Al | 1| First ‘& 1-2ofz '}/ Last
Such as 70 00 Busmeg: *Account  *Fund DeptiD Program  Class Project Distrib. Amt.
Unit
1 [BKCWF |q (660003 @ BKDO1 |@ [D10152|q Q aQ Q ﬂ =
Make sure the chartfields are appropriate. 2 BKCIP|Q a a a a a a & =
4. In the GL Business Unit bOX Of the nery Distribution Personalize | Find | View All | 2| B First 4/ 1-20f2 (&) Last
. . . GL
added row, enter the desu‘ed BUS|neSS Un|t, Busmi:: *Account  *Fund DeptiD Program  Class Project Distrib. Amt.
such as BKCMP or search for an account using || 1 sxcueia [sows o sxooi o ooz al la a 700 (3 =]
the AL icon Sy — al Ja a [
CS92MP3 ProCard Reconciliation Guide © 2014-23. All Rights Reserved. Page 10
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5. In the Account box of the nery added row, Distribution Personalize | Find |view Al | 2| B First (0 12072 (&) Last
enter‘ the desired account’ SUCh as 660003 or Busmig:s; *Account *Fund DeptiD Program Class Project Distrib. Amt.
search for an account using the & icon. 1 BKCHP | (860003 | [BKODT @ [B10752 a Q @ 70.00] [#] =]
2 [BKCMP Q a a a a a [+ =
6. In the Fund bOX, enter the deSIred account, Distribution Personalize | Find | View All | 2| B First ‘4 1-2of2 &) Last
such as BK001 or search for a fund USing the Busmig% *Account  “Fund DeptiD Program  Class Project Distrib. Amt.
Q icon. 1 [BKCHF |@ [560003 @ [BK00T @ [D10752]q Q a a 70.00| [#] [=]
2 [BKCWP | [es0003 Q Q Q a a [+] [=]
7. Inthe DeptID, enter the desired account, Distribution Personalize | Find [View Al | E0] B First (& 12012 &) Last
SUCh as D22320 or sea r‘ch for the Busmi;% *Account  *Fund DeptiD Program  Class Project Distrib. Amt.
department using the Q icon. 1 [BKCWP |c 660003 @, [BK001 |q [D10752|@, Q Q a 70.00) [#] [=]
2 [BKCWP |G [s60003 |@, [BKO01 Q Q Q a [+ (=]
8- In the Program, enter the desired account' Distribution Personalize | Find | view All | & | B First ‘4 1-20f2 ‘*' Last
Such as Alol or sea rch for the program Busmig:s; *Account  *Fund DeptiD Program  Class Project Distrib. Amt.
using the Q icon. 1 [BKCMP |Q [860003 |@ [BKO0T @ [D10152]|qy Q aQ, Q 70.00| [#] [=]
2 BKCMP |Q, |s60003 |G, BKOOL @ |D10160 QQ a Q [+ =]
9. Inthe Class, enter the desired account, Disribution Personaies | Find [Viow Al | B0 B Fast ® 12012 ® Lot
Such as Cl 016 or sea rch for the Class us|ng Busmig:s; *Account  *Fund DeptiD Program  Class Project Distrib. Amt.
the Q icon. 1 [BKCMP |@ [560003 @ [BKO0T @ [D10752]Q Q a s} 70.00| [#] [=]
2 BKCMWP |Q |s60003 [ BKO01 |G [D10160|Q C@ a [+ =]
10- In the ProjeCt, enter the deSired account/ Distribution Personalize | Find | View Al | 2| & First ‘&' 1-20f2 ‘) Last
Such as PR3003 or sea rch for the project Busmigs *Account  *Fund DeptiD Program  Class Project Distrib. Amt.
using the Q icon. 1 [BKCMP |Q [660003 |qy [BK00T @ [D10752]q qQ a Q 70.00| [#] [=]
2 BKCMP | |ss0003 |G BKOOL |Gy [D10160 |0y a aQ OQ [+ =]
11. In the Distrib. Amt, enter the dollar Distribution Personalize | Find |view Al | 1] B First (& 12012 B Last
GL
amount for the rema|n|ng do”ar amount, Busmi:: *Account *Fund DeptiD Program Class Project Distrib. Amt.
1 [BKCHP |@ [560003 @ [BK00T @ [D10752]q Q a a 70.00| [#] [=]
such as 27.00. 2 [BKCWP |G [ss0003 |Q, [BKOD1 |Gy [D101600 a a a =
If you need to add another row, click the
[+ button. If you need to remove a row, Note:

click the [=! button.

The system wiill total the Distrib. Amt for the split
distributions and make sure they are equal to the total
transaction amount. If not, the system will display an error.

12. Click |l Save

CS92MP3 ProCard Reconciliation Guide
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3.3 Printing a ProCard Statement

In order to complete your packet, you will need to print/download your ProCard Adjustment Report. These
instructions will guide you through generating your report.

1. From the ProCard Adjustment page,

ProCard Adjustment

Business Unit: BKCMP  ProCard Origin: U3B Name:

Washington, George #3395359359

rucess Monitor

click the Process Monitor link

X =i Invoice: PC12170036  Invoice Date: 12/21/2017 Total: 20273
e (Click the S
Attachments
2. After the Processing message disappears, ProCard Adjustment

Washington, George #59995559%

Click the M button until the

[ ]
Run Status shows Success and the
Distribution Status shows Posted.
e Click the Details link

View Process Request For

User ID|35000045018|qy

Server -

- [Last =

Type

Name @ Instance From

Run Status - Distribution Status

Process List

Process

Select Instance  Seq. Process Type User

SOR Report CSUPCO0E 35000045019 04/25

SOR Report CSUPCO0E 35000045019 04/35

Personalize
Run Date/Time

2018 6:01:23FM PDT

2018 5

1

Instance To

- ve On Refresh

=]

Run Status.

First ‘& 1202 &
Distribution
Status

Find | View A1l | &1

Queved WA

Business Unit: BKCMP  ProCard Origin: USE Name:
Invoice: PC12170036  Invoice Date: 12/21/2017 Total: 20273 & ((Process Monitor
Attachments

3. The Process List page appears, rocens ot || Saner L

Last

Details

3

4. The Process Detail page appears.

Click the View/Log/Trace link

Process Detad

5. The View Log/Trace page appears. In the
File List, click the link for the name that
ends with .PDF.

File List

Name File Size (bytes)
SQR_CSUPC008_13426538.1og 1.791
csupo003_13456536 out 282

Datetime Created

04/25/2018 8:01:55.476520PM POT
04/25/2018 6:01:55.476520PM PDT
04/25/2018 8:01:55.476520PM PDT

CSU Bakersfield
ProCard Statement

Business Unit: BKCNP
Avowunt Name: 1z Kiiow
Origin:_USB

Tmoice Number: PC10110004
Limwice Daie:  Oviohex 06, 2011
Total Amount: § T1.22

A

TranDt Vendor S LimeAmt  Descri: Pur Cat UpdBy  UpdDt Disp
Ditrh Lok fere  Fund  Deyt_ Prem  Chus Proj  Amount
09/2111 Office Supplies Inc. o 7722 supplies ( paper, tomer, pens, pencils, etc.) o 99999999 1011111

Total Distribution

E-
T-

E- Mebseishigs, el

§- Contrar ervice Agreements, Less than $1000

H- Hospitality,

0. Fixed hem s Basiment$5000 and grester

T have aevviowed the card sfateznont and have approved the fanmctions. T cortify that oll the puzchasca e dorant, udesa Noted in "Diaprtcd Iora” soluas, aro trus and comeet and wore wmads €or offcial CSU
Juspoces. Al goods or sexvices have been receive d endl payment is anthorized. The card issue has ber natted o Tl Gl s (A o of the cardboldors s isasat o dapat s s atched)

i
7122

‘Sgnature of Caxd HoMer, 1da Know, Date

Sgmature of Approving Official, Carrie

Bradshaw Dute

Program Nawe: CSUPOOD
Page 1

Report Date: 10/L1/11
e port Tiave: 16:55:17

6. The ProCard Report opens in a new window or tab. Make sure your Pop-Up blockers are
disabled. Use your web browser buttons to print or download the report.

CS92MP3 ProCard Reconciliation Guide
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4.0 ProCard Transaction History

If you fail to update your transactions prior to the due date, Payment Services will process your transactions
using your default Chartfield accounts. You can review your processed transactions using the ProCard
Completed Inquiry module.

4.1 Viewing your ProCard Report History

You can view your ProCard Report history form the ProCard Completed Inquiry module. These instructions
will guide you through viewing your history.

1. Click the NavBar K icon.

ORACLE

2. When the NavBar opens, click the Navigator A
button B

Navigator

my Favortas

3. When the menus appear, scroll down to CSU i i L
ProCard and click it B e ,

Banking N

©SU ProCard >

CSU State & SW Reporting >

Wy Favorties Suppller Contracts >

4. Click Use & Inquiry NavBar: Navigator P

4= | CSU ProCard

Navigator Use & Inquiry N

»

5. Click ProCard Completed Inquiry % | Yoo & Inquiry

Javmator ProCard Adjustment

Bt ProCard Completed Inqui
"—-—'1:(:’a Pl quiry

6. The ProCard Completed Inquiry search page | |ProCard Completed Inquiry Page
appears Enter your Search c”terla to retneve Enter any information you have and click Search. Leave fields blank for a ligj
your transact'ons Find an Existing Value

Search Criteria

1
e Enter Business Unit, such as BKCMP Business Unil|=_~

a
Origin begins with Q,
’ Invoice Date = - E21}
e Enterthe cardholder’s last name, such e 2
as Duck First Name begins with 3
Invoice Humber begins with «
e If desired, enter the cardholder’s first [lcase sensitive
name, such as Donald 4
@ Clear Basic Search iQ'El Save Search Criteria
e Clickthe _Searen | putton
CS92MP3 ProCard Reconciliation Guide © 2014-23. All Rights Reserved.
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7. From the Search Results, select the one you want to view.
Search Results
5 [washrmgson [Gearon [POTOTS0GRS  |585859508
washington Geaorge PC11150002 999939999
8. The ProCard Completed Inquiry page appears. Transactions FngTow ) Frst & 1073 1 Last
Supplier Name: State: CA
. . . Transaction Date: 6/ 2 Merchandise
e Inthe Transactions section, click the e st e
v_ AII I_ k t h II Description: 1283078301 CONTINUITY SUBSCRIPTION 1283078301
iew ink to show all your
transactions or charges.
9. To print this report, ProCard Completed Inquiry Page
= Business Unit: BKCMP ProCard Origin: USB HName:
[ ] C||ck the S Invoice: PCO06120071 Invoice Date: Total: 42124 iib'fé'éé'é'é"'féi'a'hit'd'lj:
View Attachment -
7. After the Processing message disappears, ProCard Complated Inquiry Page
C||Ck the Process Monitor Ilnk Business Unit: BKCMP ProCard Origin: USB Name:
Invoice: PCOG6120071 Invoice Date: Total:  421.24
View Attachment
10. The Process List page appears, Prosess List || Sarver Lin
View Process Request For 1
. . User ID|{350000450123 |y Type - | Last £, 5| Days &
o C(lick the 4‘R‘9fr35h button until the sever - ame & nsiance From .
Run Status = Distribution Status v [ save On Refresh
Run Status shows Success and the il i S ———
Distribution Status shows Posted. St e S, roes Tpe o s B o
. Click the Details Iink 1;49;;3; S;R Report ;SUPODQE 3;93034;319 34:'25-2013 ;E-E;DBPI-! F -Etsi\s-
11. The Process Detail page appears.
e Click the View/Log/Trace link
12. The View Log/Trace page appears. In the File T
List, click the link for the name that ends with Hame File Size (bytes) _ Datetime Created
SQR_CSUPO008_13498536.1og 1.791 04/25/2018 6:01.55.476520PM FDT
.PDF, such as csupo008 786678.PDF. HeiE R I R e e
csupo005_13456538 out 282 04/25/2018 6:01.55.476520PM FDT
13. The ProCard Statement opens in a new window or tab. Make sure your Pop-Up blockers are disabled.
Use your web browser buttons to print or download the report.
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CSU Bakersfield
ProCard Statement
Business Unit: BKCMP Trvoice Number: PC10110004
Aceount Name: Ida Know Invoice Date:  Ociober 05, 2011
Origin: TSR Total Amount: § .22
TranDt YVendor St LineAmi  Description Pur Cat UpdBy UpdDt Disp
Distrh Ln#  Acet  Fund  Dept  Prem  Clhss Proj  Amoum

0921111 Office Supplies Inc. Ch 7722 supplies { paper, toner, pens, pencils, etc.) [ 99999999  10M1/11

1660003 BKOOI  D21150 .22

Total Distibution 7122

Purchase Categories:

E- Equipment less than $2500

T- CASales TaxiOutof State Use Tax

R- Begi for Ciomferences, Serinars, et

. Contractual Services, MDU's, Service Agreements, Less than $1000
H- Hospitality, Food Expenses

0. Fixed Asorts: Equipmment $3000 and greater

T have reviewed the cand statement and have appeoved the transactiors. 1 certifirthatall the puchases listd on the stateraent, urless Moted in "Diggrated Item” coluzer, ate frus and comect and wete mad for official CSU
puposes. All goods or services have been received and payment is authorized. The card issus has been notified of all disputed dteres. (A copy of the cardholdes staterment of dispted feras is attached)

‘Sigmature of Card HoMer, Ida Know Date Sgnature of Approving Offical, Carrie Bradshaw Date
Prograra Nawe: CSUTPO00 Report Date: 10711711
Page 1 Report Tie: 16:55:17
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5.0 Getting Help

If you are unsure or need assistance, please consider the preferred sources and order in which to contact listed
below:

e Bethany Davis
ProCard Technician
Business Services
661-654-3202
bdavis@csub.edu

o Terri Kelly
ProCard Backup
Procurement
661-654-3185
tkelly13@csub.edu

o Becky Lappin
Payment Services
661-654-2531
blappin@csub.edu

e Procurement ProCard website
http://www.csub.edu/bas/fiscal/procurement/procard%20/index.html

e Help Desk
661-654-2307
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