PeopleSoft ProCard CFS

Title: ProCard

OBJECTIVE: The intention of the ProCard
Adjustment page is to eliminate the need for the PC
holder to manually track purchases. This page is
used to update the CardHolders transactions prior
to loading into the Accounts Payable (AP) system.

CONTENTS:

LESSON 1: PROCARD ADJUSTMENT

NEED ADDITIONAL INFORMATION?

For further questions on this process please contact
Jenifer Crist — Purchasing 707-664-3102 or jenifer.crist@sonoma.edu
Or
Tania Crane — Accounts Payable 707-664-2451 or tania.crane@sonoma.edu
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Lesson 1: ProCard Adjustment

| Navigation: CSU ProCard>Use & Inquiry>ProCard Adjustment

Title: ProCard Adjustment

Ste Action
p
1

Go to http://www.sonoma.edu/

2 | Click on Login SSU
Online Services

STATE UNIVERSITY |

Search

Quick Links  ~

Login

S5U Online Services

3 | Enter your Seawolf
username and
password

STATE UNIVERSITY

Parents Faculty/Staff Alumni Friends

Log into SSU Online Services

With Online Services

Username © Ces S
= (&
Password : YOUI Cam a
@ Seawolf Mail LDAP Se
& Parking Services Ong Card Se
Forgot Your Password? LOGIN Moodle Fin
Payments Clz
Exchange My

Note:This login screen only works if you already have SSU Seawolf
credentials, and have an account on the supported system(s). Students
can obtain their username and password with the Online PIN Master
Facuity and staff must visit the IT Helpdesk to obtain or reset a
username and password.

@ Security Notice Please logout and exit/quit the browser if you are
using a public computer.

Need Help? r( Rm

& Please contactthe SSU IT Helpdesk at (707) 664-4357 or email —
helpdesk@sonoma.edu
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4 Click on
Finance

& Welcome Jenifer Crist (Mot cristj?)

A" Sunday, June 12th between 8am and 10am there will be intermittent connectivity

MySSuU
Status: My 55U is up.

Seawolf Gmail

Faculty/Staff Email

Old Webmail

Moodle

Payments

Parking

betwe

Your link to Oracle/Peoplesoft. Access grades, registration,

rosters, financial aid, reporting and more.
+ Faculty MySSU Help

Check your Seawolf Gmail regularly for official universi
communications. Gmail Help.

ty

This links to Outlook Web Application and your S5U|Excha

account for email and calandar. Email Help

This is the old email system. View old email that wasn't
transferred to Exchange here. Access to this system) will be

available through October 31, 2011.

The University's Learning Management System. All afficial
university courses are reflected in Moodle, but some |instruc

may post course content on other servers.

Pay fees, add WolBucks, view statements, add and|edit pa

accounts.

Buy decals, pay and appeal citations, and view your parking

accounts.

Gateway to the Common Financial System via the C5
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Click on
Financial
Services

January 7, 2011 | 10:40 AM(PST]

L8l The California State University

CSU Portal

My Profile [Edit]

8

Welcome Jenifer Crist!

CSU Administration

# Executive Office

# Academic Affairs

# Board of Trustees

# Business and Finance

# General Counsel

# Human Resources

# University Auditor

# University Relations and
Advancement

Visiting the Chancellor's

Office

# Directions, Parking &
Wireless Access

Quick Links [Add Link]

CSU PORTAL

Financial Reports My Profile

CSU Employee Updates

Fall 2011 Applications Set New Recard

December 1, 2010

The California State University received a record number of undergraduate
applications—more than 611,000—during its two-month fall 2011 priority application
period, which began October 1 and ended November 20. This year's application
total tops last year's total of approximately 609,000 applications, which, at that
time, was the highest ever. Mare »

CSU Gets High Marks in Statewide Poll

Hovember 22, 2010

Nearly two-thirds of Californians continue to rate the California State University as
doing a good or excellent job, according to the results of the recently released
higher education poll conducted by the Public Policy Institute of California (PPIC). In
addition, 74 percent of Californians surveyed feel that state funding of higher
education is inadequate while nearly all Californians (97 percent) say the state's
higher education system is important to the quality of life and economic vitality of
the state.

More »

C5U Raises Tuition (State University Fee) to Sustain Enroliment, Classes and
Services

Hovember 10, 2010

The CSU Board of Trustees this week approved a two-step tuition (State University
Fee) increase needed to sustain enrollment, classes and services for current
students.

More »

Logout

Chancellor's Office Only

2 Kuali Ready
(Business Continuity Planning)

Campus Calendars

Bakersfield
Channel Islands
Chico
Dominguez Hills
East Bay
Fresno

Fullerton
Humboldt

Leng Beach

Los Angeles
Maritime Academy
Monterey Bay
Northridge
Pomona
Sacramento
San Bernardine
San Diego

San Francisco
San José

San Luis Obispo
San Marcos
Sonoma
Stanislaus
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6 Click on Production

CSUl The California State University

CSU PORTAL

CSU Portal FUELTEEIEC T Financial Reports My Profile

CE!
= Production

7 Click on CSU ProCard

(everyone’s menu ORACLE
choices may vary, Personalize Content | Layout

Menu )
based on access) po—

®

[> My Favorites

[> Employee Sel-Semvice
[ Sonoma Reports

[> Manager Self-Senice
[ Supplier Contracts

[> Customers

[> Partners

[» Products

[> Catalog Management
[ Promotions

[> Customer Contracts
[> Order Management
[> Pricing Configuration
[> Customer Returns

[> ltems

[> Cost Accounting

[> Wendors

P hasing

[ Tnventory

[> eProcurement

8 Click on ProCard
Adjustment

ProCard
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9 e Business Unit
* Orlg!n - USB ProCard Adjustment
L] InVO|Ce Date IS nOt Enter any information you have and click Search. Leave fields blank for a list of all values.

required, however it can

narrow your search

e Last Name Business Unit: = ~ [socwe Q

. Origin: begins with ~ ,USBiQ

e First Name Invoice Date: = v ,7@
(] InVOice Number iS Last Hame: begins with ‘W
system generated and FirstName:  beginswith + jpati |
not required Invoice Number: begins with li

[[Icase Sensitive

e Click Search
Basic Search [E] Save Search Criteria

10 Select the file to be
u pd ated ProCard Adjustment

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Business Unit = - SOCMP QL
Origin: begins with + |USB (o}
Invoice Date: = - [3

Last Name: begins with + |simmons
First Hame: begins with « |patti
Invoice Number: begins with

["I case Sensitive

Search | Clear | Basic Search [E) Save Search Criteria

Search Results

View Al

First [{] 1-20f2 [)] Last
Business Unit|Origin \ivuice Uaic Last Hame |First Hame |Invoice Humber |[Cardmember Number

SOCMP B 09252010 SIMM§NS PATTI PC08100011 000009009
SOCMP SB 10042010 SIMANS PATTI PC10100011 000009009
~—————

ProCard

Jenifer Crist
Last Updated: 4/5/16



e

SONOMA
STATE UNIVERSITY] PeopleSoft ProCard CFS

11 e |f there are more
than one transaction
. . Business Unit: SOCMP ProCard Origin: USB Name: SIMMONS, PATTI #000009009
in the flle yOU can go Invoice: PC02100011  Invoice Date: 09/25/2010 Total:  22,00295 & Process lonitor
through each one -

Transactions Fird | View Al First (1] 1or27 O Last

Vendor Name: WW GRAINGER
us | n g th e E or yo u Transaction Date: 09/23/2010 Merchandise Amt: 1051.64
. 3 Description: §143190971 WHOLSALE INDUST SUPP 5143190971 -
can click View All I
[T Equipment [CTax Registration [~ printing/Promo  [”] Computer
[T service [“|Hospitality ~ [| Other [ pisputed

Distribution Customize | Find | View 411 B8 First [ 1 051 [¥] Last

[ [*Account |[-Fund DeptlD Program |Class ject Distrib. Amt.| |
1[560003 QL 80500 QL 3030 Q| Q Q Q 1,051.64 =]

B save | [S\Returnto Search | +[F Previous in Lis 4[E] Mext in List

12 e Update Description-

The descnptlon WI” Ctm ProCard Origin: USB MName: SIMMOMNS, PATTI #000009000
ha.ve Some detall |n |t Invoice: PC[;9100011 Invoice Date: ;9125;'2010 1o-tal: zz‘ugz‘gs &) Process Monitor
from US Bank, if this T R RO TP

Vendor Name: WW GRAINGER State: CA

information iS userI Trans:acfionnale: 09i2: T %\
to you then you Can Descril 5 WHOLSALE INDUST SUFP 5143190971 s

leave it, if not you E Equpment

[ service [“1Hospitality ~ ["] Other [ Disputed

can delete it. But =T M=y PR
either way you need 1]es0003 [sosoo @ 300 @ [ @[  a [ @[ 10stes [ =]

. . 2| Q| Q | Q| al Jal[ a[ — ooHEE
to also type in this o @l a &l @&l @&l @l ouEE

field what it is you
purchased.

& save | SiReturnto Search | 2| Frevious in List [ 4[] Mextin List

|
ProCard

Jenifer Crist
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13 Categories

® Equipment — Valued at
$500-$5000, Use
Account 619801

® Printing/Promo —
Disregard Promo

® Computer — Hardware,
Software, Peripherals

® Services — Simple <
Service Up To $1000

® Hospitality — Hospitality
Form is Required

® Other — Any purchase of
a recycled product

® Disputed — Transaction in

ProCard Adjustment
Business Unit: SOCMP ProCard Origin: USB Name: SIMMONS, PATTI #000009009
Invoice:  PC09100011  Invoice Date: 09/25/2010 Total:  22,092.96 & Process Monitor
Transactions Find | View Al First 4] 1 or 27 I st
Vendor Name: WW GRAINGER State: CA
Transaction Date:  09/23/2010 Merchandise Amt: 1,051.64
Description: §143190971 WHOLSALE INDUST SUPP 6143130971 -
| []Equipment [CTax Registration [~ printing/Promo  [”] Computer
. [T service [“|Hospitality ~ [| Other [ pisputed

Distribution = Bl yof P Last
[ [*Account |[-Fund DeptD  |Proara Distrib. Amt.| |
1[560003 QL 80500 QL 3030 Q| Q Q Q 1,051.64 =]

) )

== and click view all
to see all distribution
lines

Dispute
ﬁSavel .QREiurntDSearchl 48 Previous in Lis 4[E] Mext in List
14 e If one chartfield is
-
being used to fund
Business Unit: SOCMP ProCard Origin: USB Name: SIMMONS, PATTI #000009009
the expense yOU can Invoice: PC08100011  Invoice Date: 09/25/2010 Total:  22,092.96 & Process Monitor
update the Chartfleld Transactions Find | View Al First [] 1 or27 I Last
here Vendor Name: WW GRAINGER State: CA
. Transaction Date:  09/23/2010 Merchandise Amt: 1,051.64
[} If you Want tO Spllt Description: 6143190971 WHOLSALE INDUST SUPP 6143190971 N
distribution select the _ . - )
— [] Equipment I Tax Registration [ printing/Promo  ["] Computer
[ service [“I Hospitality ~ [] Other

Distribution Customize | Find | Al 81 First [ 4 ora [ Last

*Account  (*Fund Deptih Program Class \ Project Distrib. Amt. |

1[660003/Q [sos00 & (3030 QL | Q Q Q 1.U|

ﬁsavel .QRaturntDSeﬁrchl +[El Previous _s'l +[E] Next in List

ProCard
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15 e The distribution

amounts must sum to

Business Unit: SOCMP ProCard Origin: USB Name: SIMMOMS, PATTI #000009009

the line merchandise

Invoice: PC08100011  Invoice Date: 00/25/2010 Total: 22,092 95 & Process Monitor
amou nt- Transactions Find | Wiew Al First ] 1027 O Last
° When Complete CI|Ck Vendor Hame: W GRAINGER State: CA
S Transaction Date:  09/23/2010 Merchandise Amt:
ave Description: 6143190971 WHOLSALE INDUSTSUPP 61431909 =
e |tis recommended to =
. [”] Equipment [Tl Tax Registration [“] printing/Promo [ Computer
Save after u pd atl ng [[] service [“IHospitality ~ [] Other ["] pisputed
eaCh transactl O n . Distribution Customize | Find | View 1

'_ *Account *Fund DeptiD Program Class Project

strib. Amt
1660002 @, [s0500 3030 Q| aQ Q Q 1,051.64 1]
2 R_[ &l & Ja[ @&l =& 000 E\=
s @ @l af @l @&l @&  oo@EfE

@Qmﬁurnmsaarchl +[F Previous '_s'l &E|Nex‘tinL15t|

16 5
e Click on the printer

icon to make a hard Copy Business Unit: SOCMP  ProCard Origin: 1USE Name: SIMMONS, PATTI 34
Of your transaction Invoice: PC09100011  Invoice Date: 09/25/2010 Total:  22,002.95
details/distribution

First [41] 1 o127 O Last

Transactions Find | View All

. . Vendor Name: WW GRAINGER State: CA
i Upon nOtIflcatlon that the Transaction Date:  (09/23/2010 Merchandise Amt: 1,051.64
bl”lng CyCle iS Closed the Description: 5143120971 WHOLSALE INDUST SUPP 6143190971 &
CardHolder has seven . . . . =
. Equipment Tax Registration Printing/Promo Computer

(7) bUSIneSS qays to gO [7] service [ Hospitality ~ [~| Other ["| Disputed
|n and make flnal Distribution Customize | Find | View All | E First [E1] 10f1 [¥ Last

d H t t to ’_ *Account *Fund DeptiD Program Class Project Distrib. Amt. ’_'_
adjustments 1660003 C, (30500 @, (3030 Q| al & aQ 105164 [+] [=]
purchases

e Once all transactions are | T
complete and you are
ready to obtain
signatures and send your
paperwork to Accounts
Payable

ESavel QRmummE.earcnl + Pravious ,;-I +[5] Next in List

|
ProCard

Jenifer Crist
Last Updated: 4/5/16
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17 e Click on the
Process Monitor to - ,
retrieve the T
Procard L= Find | View Al First [1] 1 or27 I Last
Statement PDF file | | verertems  wwerancer site: cA

Transaction Date:  09/23/2010 Merchandise Amt: 1,051.64
Description: 6143190977 WHOLSALE IMDUST SUPP 6143190971 s @
[] Equipment I Tax Registration [ printing/Promo  ["] Computer
[ service [“IHospitality ] Other ["] Disputed

Distribution Find . First %) 1 of 1 L7 Last
t

Di Amt,
1660002, [sDs00 4 (3030 QL | Q a Q 1 [=]

B save | &£\ Return to Search | +{3 Previous in List | +[E] Next in List
18 e Click the Refresh
button until the
Process iS Complete View Process Request For
UserID: [GRISTJ QU Type: > last |_1 Days
Server: ~* MName: Q Insianoe:| to
Run + Distribution - [¥] save On Refresh

Status: Status

Process List e | Find

. 1k
Select|Instance | Seq. |Process Type :ame User Run Date/Time Run Status

510328 SOR Report CSUPO008 CRISTJ 10/05/2010 1:09:58PMPDT  Queued NiA Details
510327 SCR Report CSUPQO0S CRISTJ 10/05/2010 8:46:13AM PDT  Success Posted Details
510326 SOR Report CSUPQ007 CRISTJ 10/04/2010 351:43PMPDT  Success Posted Details
510325 SCR Report CSUPQO07 CRISTJ 10/04/2010 3:49:37PMPDT  No Success Posted Details
510322 SOR Report CSUPOQ007 CRIST) 10/04/2010 1:41:20PMPDT  Success Posted Details
510321 SCR Report CSUPQOO7 CRISTJ 10/04/2010 1:37:21PMPDT  Success Posted Details

Go back to ProCard Adjustment

B save | [=] Notify

Process List | Server List

10
__________________________________________________________________________________________________________________________________|

ProCard

Jenifer Crist
Last Updated: 4/5/16
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19 e Complete means
Run Status reads
Success and
Distribution Status
reads Posted

e Click on Details

Process List | SemerList
View Process Request For

UserID: CRISTJ Q. Type: v Last: ’_1 Days vﬂl
Server: * HName: | Q Inslanoe:\ to |

Run ~ Distribution - [7] Save On Refresh

Status: Status

Process List Customize | Find |

Select Instance | Seq. |Process Type :_;?:2“ User  |Run DateiTime Sialus | Status

510328 S0R Report CSUPO008 CRIST) 10/05/2010 1:09:58PM PD™N__Success Posted Details

510327 80R Report C8UP0O008 CRISTJ 10/05/2010 8:46:13AMPDT  Success Posted Details
510326 B0R Report CSUPCQ007 CRIST) 10/04/2010 3:51:43PMPDT  Success Fosted Details
510325 SCR Repart CSUPOQOO7 CRISTJ 10/04/2010 3:49:37PMPDT  No Success Posted Details
510322 S0R Report CSUPQ007 CRIST) 10/04/2010 1:41:20PMPDT  Success Posted Details
510321 S50R Repaort CSUPO007 CRISTJ 10/04/2010 1:37:21PMPDT  Success Posted Details

Go back to ProCard Adjustment

B save | [Z] Notify |

Process List | Server List

20 e Click on View
Log/Trace

Process Detail

Instance: 510328 Type: SC0R Report
Name: CSUPOD08 Description: ProCard Statement

Run Status:  Success Distribution Status: Posted

Ron _____________________________[updateProcess

Run Control ID: 002 Hold Request
Location: Server Queue Request
Server: PSUNX cr et

(") Delete Request
HEETEDE:S Restart Regquest
Request Created On: 10/05/2010 1:09:59PM PDT Parameters Transfer
Run Anytime After:  10/05/2010 1:09:58PM PDT Message Log

Began Process At:  10/05/2010 1:10:30PM PDT
Ended Process At:  10/05/2010 1:10:42PM PDT

View Log/Trace

OK | Cancel |

ProCard

Jenifer Crist
Last Updated: 4/5/16
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21 e Click on the PDF file

View Log/Trace
ReportD: 1447276 Process Instance: 510328 Message Log
Name: CSUPO003 Process Type: S0OR Report

Run Status: Success

ProCard Statement

Distribution Details

Distribution Node: FSONTST Expiration Date:

File Size (bytes} Datetime Created

1,703 10/05/2010 1:10:42.000000PM PDT
10,679 10/05/2010 1:10:42.000000PM POT
231 10/05/2010 1:10:42.000000PM PDT

Distribute To

Distribution ID Type *Distribution ID

User CRISTJ

Return |

22 e Print ProCard _ , _ B
Statement Rl _tat _fo il ‘

Total Distribution 4$125
092410 PURITY PRODUCTS ca 2025 257 LAWN & CARDEN SUPPLY STOR 257 CRISTI 100110

. N umber the 1660003 SO300 3030 2025

Total Distribution 2025
092010 MCLFASTRE&AUTOMOTIVE ~ CA 233791 1 AUTOMOTIVE TIRE STORES 1 CRISTI 100110

Transactions on the o o
Statement sy
e Write the number .
on the
corresponding
receipt T T = -
e Attach Original
Receipts
e Obtain Appropriate
Signatures
e Send to Accounts
Payable

o

woo e

TED
H- TED
0- Recycledites

Thave reviewed the card tetement and have approved thetramsactions. T cetify hatal the prckaceslsted on the sttement, aless Noted in "Dizpued Hem'” o, are tre and correct and were made foroffcial CSU
poses. AL goods e sevices v besmreived The and s £all dispute it (A copy of the carchold & stached)

*Once the statement is signed no changes to the
transactions can be made.
12
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