S SU FINANCE AND ProCard and GoCard Reconciliation
BUSINESS SERVICES Module: CFS ProCard

Table of Contents

LI o) (SN0 0o 01 (=Y o | SRR RRRRRRRN 1
L YT 1S 2

o o o 17 o SR 2

o € To T 7= T o SR 2
I = 1111 T R 2
FINANCE SYSIEIMS ACCESS .. . .uuiiiiiiiie e ettt e ettt e e e e e e et e et e e e e e se b e aeeeeaeeeesasabsseeeeeaesaasstsseeeaeesaaassssaneeaaeseannsssenes 3
Section 1: Reconcile ProCard/GoCard State€ment..........c.eeiiiiiiiii e 3
Section 2: Save ProCard/GoCard STate@meENt ............eiiiiiiiii et e e e e e e e ee e 11
Section 3: Prepare and Scan ltemized Receipts and Support Backup Documentation .............ccccooiiiiiiiinnnnnes 14
Section 4: Prepare Statement and Receipts for Signatures in DOCUSIGN..........ooiiiiiiiiiiiiii e 14

Section 5: Approving Official’s Review and Approval of ProCard/GoCard Statement and Receipts in DocuSign.. 26

Section 6: Save Completed and Signed ProCard/GoCard Statement Reconciliation ..............cccccooiiiiiiees 27
Section 7: Upload Completed ProCard/GoCard Statement Reconciliation in FTS ...........ccccoiiiiiiiiciieeeee e, 29
ONEI FRATUIES ...ttt h e et e bt oh e e ettt e bt e sa e e e ab et e seb e e nabe e e abreenneeennne e e 34
1070101 7= o] TN OO TP P PR UPPPTRPPPTN 39
REFEIEINCES ...ttt et b e bt oo et e bt e e h et e e b et e bt e st et e b et e ear e e e ne e e nar e nanean 39
o4 01 SRR 39
tut_cfs_procard_gocard_recon Page 1 of 39

12/16/22



Overview

This business process guide demonstrates how to reconcile your monthly ProCard/GoCard statement, print
your report and view your transactions and history. The ProCard module within the Common Finance System
(CFS) is used to record detailed descriptions of ProCard/GoCard charges, make adjustments to chartfield
distributions, and review historical data.

ProCard and GoCard are university credit cards issued to employees who have the responsibility of ordering
goods (ProCard) or making business travel arrangements (GoCard) for their department. Cardholders and their
Approving Officials are to refer to the ProCard Guide or GoCard Guide for program guidelines.

Once a month, the credit card company produces a file of all ProCard/GoCard charges made for that specified
time period. That file is loaded into the CFS ProCard module by Payment Services. After the file is
downloaded, cardholders are notified by the ProCard/GoCard Coordinators via email that their statements are
ready for review. Due dates for ProCard and GoCard statement processing are as follows:

For ProCard

1. On or about the 25th of each month, cardholders are notified via email that their ProCard statements are
ready for reconciliation in the CFS.

2. By the 5th of the following month, cardholders must have reconciled their ProCard statements in CFS
and save their ProCard Statement and receipts/backup documentation into separate files.

3. By the 7th of each month, Cardholders and their Approving Officials must electronically sign the
ProCard Statement in DocuSign. The completed and signed ProCard reconciliation, matching
receipts/backup documentation are submitted to Payment Services in ProCard/GoCard Statement
Submission portal in FTS.

For GoCard

1. On or about the 16th of each month, cardholders are notified via email that their GoCard statements are
ready for reconciliation in CFS.

2. Within five working days (on or about the 22nd of each month), Cardholders and their Approving
Officials electronically sign the GoCard Statement in DocuSign. The completed and signed GoCard
reconciliation and matching receipts/backup documentation are submitted to Payment Services in
ProCard/GoCard Statement Submission portal in FTS.

Training

The Cardholder is required to complete the Introduction to Finance class (Course Number: FIN101). This
course provides an overview of Finance policies/guidelines related to purchasing and financial activity at the
university as well as introduce employees to Finance and the services they provide to the campus. The
Cardholder will not be granted access to the CFS system used for completing the ProCard reconciliation until
FIN101 is completed.

The Approving Official (MPP level employees and Department Chairs) is required to complete the Finance
Overview for Managers class (Course Number: FIN201). This course provides and overview of Finance
policies/guidelines related to purchasing and financial activity and explains the Approving Official’s fiscal role
and responsibilities. Access to the Finance systems will not be granted to the Approving Official until course is
completed.
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The ProCard/GoCard Reconciliation Workshop is recommended for Cardholders to complete and it covers the
process of completing the reconciliation of the ProCard statement in the CFS system.

Additional resources are available to assist cardholders, visit Finance Training and Tutorials for more
information about subscribing to the FinanceConnect Blog, training opportunities and tutorials.

Finance Systems Access

After completing the required training, complete the Finance Systems Access Request, a DocuSign Form to
request access the Finance systems which includes CFS for completing the ProCard/GoCard reconciliation.

Section 1: Reconcile ProCard/GoCard Statement

This section demonstrates searching for your ProCard/GoCard statement, adding detail descriptions to each of
the transactions, and changing chartfields/creating split chartfields, if needed.

1. Log into CFS at one.sjsu.edu.

Note: There are two parts to
the login process: (a) enter
SJSUOne Account
credentials and (b) verify login
with DUO application or key
fob.

Refer to Duo-Two Factor
Authentication for more
information.

2. After successfully logging into
CFS,

click the NavBar icon
in the homepage.

Q one.SJSU

Spartan App Portal

you like to do?

B

Last Day to Add Courses and Register Late x PeopleSoft System Access Request x

February 12, 2019 - Last Day to Add Courses and
Register Late

Featured

Beginning February 15, 2019 we will no
longer accept PeopleSoft System Access
Request forms on paper.

view more

view all

Sexual Assault Prevention for
Continuing Students.
website

MySISU
Peoplesoft - CS

To Do List
opleSoft - CS

FCFEPRO
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NavBar menu displays.

The instructions will go through
using the Menu to navigate to a
module.

3. Clickonthe  we |

The Navigator menu displays
the modules a user has access
to.

4. Select CSU ProCard module.

5. In the CSU ProCard module,
select Use & Inquiry.

Note: ProCard and GoCard
reconciliation uses the same
CSU ProCard module.

NavBal@

£

Al

©

Recently Visited

3

Favoriles

=5

My Preferences

rarLE
Tenam

Regular I:rl‘:'.’

MNavBar: Menu

E C5U Foeed Asset Entries

Mer E CSU Investrnent Distribution

® E CSU ProCard

FRecerlly Visied E C5U Reporting Solution

MavBar: Menu

enu

s C 35U ProCard

Recenily Wisted .

@ E Use & Inguiry

Fanriles
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6. In Use & Inquiry, select
ProCard Adjustment.

The ProCard Adjustment page
displays.

7. Enter criteria:
e Business Unit: SJO00

e Origin: Enter USB for
ProCard or UST for
GoCard.

Note: If you have both a
ProCard and a GoCard,
you will always need to
enter criteria in the Origin
field.

e Last Name: Enter
cardholder’s last name.

e First Name: Enter
cardholder’s first name
(optional).

8. Click the Search button.

9. If your search produces
multiple results, click the
hyperlink for the name or
statement you wish to view.

NavBar: Menu

Menu » CSU ProCard

Mer Usze & Inquiry

I = ProCard Adjustment

Recenlly Visted = ProCard Completed Inquiry

ProCard Adjustment

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

Find am Existing Value }

* Search Criteria

Business Unit | = v| |EJ-’J:ID Q,
Origin | begins with vl | Q,
Invoice Date | = b | | 5]

Last Mame | begins with **
First Name | begins with
Invoice HNumber | begins with

Case Sensitive

3 o r P n o
Basic Search B Sawe Search Criteria Delete Saved Search

Search Resulis

Wiawr All

Business Unit Origin  Invoice Date

SJ000

SJ000

FE W

USE | DB/22i2022 P

UST | 0BMS2022 TGO
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ProCard Adjustment page

displa

ys.

Sections:

The Header provides basic
information about the
statement such as the
origin, Cardholder’'s name
and Employee ID #,
Invoice #, Invoice date,
and Statement total.

Attachments: Do not
attach any documents.
This feature is not used by
SJSU.

Transactions: Displays
the charges posted to the
statement. Information
includes the supplier
name, transaction date,
merchandise amount and
a general description.

ProCard Adjustment

Business Unit: SJ000 ProCard Origin: USB Name:

Invoice:  PC032] Invoice Date: 08222022  Tofal: 758.41

AtTAChMENTS s

Attachment 1
Add Attachment
Attachment 2

Attachment 3
Attachment 4

=] e itor

Transactions Q ‘ 10f5 v‘ I View All
Supplier Name: AMZN MKTP US*YC5034XC3 State: WA
[ Reconciled
Transaction Date: 07/25/2022 Merchandise Amount: 14730
Description: Amazon Order: Brother Genuine Drum Unit. DR221CL, Seamless Integrafion. &
“ields Upto 15.000 Pages, Calor
A
150 characters remaining
Reference #: |
CJ Equipment Tax Registration Printing/Promo O computer
Service Hospitality Other [ Disputed Travel
Distribution
| =2 ‘ ‘ Q ‘ f1 W View All
GL Business A - - ~
i ccount Fund DeptlD Program Class Project Distrib. Amt.
1 |simo0 af [eeooos Q| [roo00 af [0z af | al | q a| | 147 30| ‘+‘ ‘—|

m Retum to Search Previous in List Mext in List
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Transactions section-

10. Description: (Required).
Delete data in this field and
add your description of what
was purchased.

The Description field can be
used to include information
such as:

e product description if
receipt description is
vague

e activity name/description

e business purpose for
purchase

e FTS Trip Number and
traveler's name if it's a
GoCard transaction

Note: For hospitality expense,
explain purchase by
completing the Hospitality
Expense Justification form
instead of providing details to
the event in this field. For
more information, refer to
Hospitality Guidelines.

Disputed Checkbox: Select
box only if you are disputing a
charge with US Bank. This is
for informational use only.

It is the cardholder’s
responsibility to report
questionable or fraudulent
charges to the bank. Refer
ProCard Guide or GoCard
Manual.

Reference #: (Optional). Use
field to enter an identifier such
as FTS Travel Trip Number if
it's a GoCard transaction or
short name for purchase.

Transactions |E|

Supplier Name: AMZN MKTP US*YC5034XC3 State: WA

Transaction Date: 07/23/2022 Merchandise Amount:

Amazon Order. Brother Genuine Drum Unit. DR221CL, Seamless Integration.

Description:
Yields Upto 15,000 Pages, Color

150 characters remaining

Reference #: | —

Equipment Tax
Service Hospitality

Registration
Other

Printing/Promo
Disputed

Computer
Travel

Dﬂbulﬁl
(™[]

GL Business

5
Unit “Account

*Fund DeptiD Program Project

tors v | [ ][ b ] 1 viewan

Reconciled

View All

Distrib. Amt.

1 |swo0 af [ssooos  a | [rooo0 a [wa  al |

147.30 |E| ‘E|

m‘ Return to Search ‘ Previous in List | Next in List |
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e Distribution: The default
chartfields displayed are
ones specified by
cardholder in their
ProCard or GoCard
application.

The chartfield string are:

o Account (Required)

¢ Fund (Required)

e DeptID (Required)

e Program (Optional)

e Class (Optional)

e Project (Optional)

If needed, change the
chartfield information. The
change can be a split
distribution if there is more

than one chartfield string
paying the expense.

11. By default, one transaction
displays. To review next

transaction, click the
Right Arrow icon

or

to see all charges for the
statement, click the View All
hyperlink.

Transactions | 0\‘ 10f5 vH » H 3 ‘ View All
Supplier Name: AMZHN MKTP US™YC5034XC3 State: WA
Reconciled
Transaction Date: 07/25/2022 Merchandise Amount: 147.30
Description: Amazon Order. Brother Genuine Drum Unit. DR221CL, Seamless Integration 4
*iglds Upto 15,000 Pages, Color
P
150 characlers remaining
Reference #: |
Equipment Tax Registration Printing/Promo CComputer
Service Hospitality Other Disputed Travel
Distribution s——
‘ ==} ‘ | Q, ‘ View Al
=L E“'"ﬁ:isl *Account *Fund DeptlD Program Class Project Distrib. Amt.
i |sio0 o |esooos @ [foooo al [wm al | al | Q a | \ 147 30| |+‘ ‘—‘
m Return to Search Previous in List Mext in List
Transactions ‘ Q| ‘ 10f5 v|| » H ] | View All
Supplier Name: AMZN MKTP US*YC5034XC3 State: WA I
Reconciled
Transaction Date: 07/25/2022 Merchandise Amount: 147.30
Description: Amazon Order: Brother Genuine Drum Unit. DR221CL, Seamless Integrafion ]
Yields Upto 15,000 Pages, Color
4
150 characters remaining
Reference #: |
Equipment Tax Registration Printing/Promo LJComputer
Service Hospitality Other Disputed Travel
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Field Description List: ProCard Adjustment page (above)

Field Name Description

Business Unit

SJ000

ProCard Origin

USB for ProCard and UST for GoCard

System generated number. The first two characters are PC (ProCard), the
next four characters are MMYY (month and year of billing statement) and

Invoice the last four are sequential numbers. Make a note of the Invoice number
because it is used to cross-reference the Payment Services voucher.

Invoice Date The billing statement date.

Total The total amount for the ProCard/GoCard used in this billing cycle.

Vendor Name

The vendor who was paid for this transaction.

Transaction Date

The date of the charge.

Merchandise Amt

The amount of the charge for each transaction.

Description

A description of what goods were purchased. This is a required field.

The Description field can be used to include information such as product
description if receipt description is vague and business purpose or
justification for purchase. For hospitality expenses, explain purchase by
completing the Hospitality Expense Justification form instead of providing
details to the event in this field.

Disputed (Checkbox)

This is for informational purposes only. Select this checkbox only if you are
disputing this charge. The disputed charge will still be paid. It is the
responsibility of the cardholder to obtain a credit from the vendor.

Distribution

This is the default chartfield string requested by the cardholder. The
cardholder may make changes to any of the chartfields during the
ProCard/GoCard reconciliation.

tut_cfs_procard_gocard_recon
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Create a Split Distribution (if
applicable):

15. Scroll down to the
Distribution section of the
appropriate transaction.

16. Click the Add icon
on the distribution line.

Note: To delete a line,

click E‘ Minus icon.

Distribution Line 2 added.

17. To view all lines of the split
distribution, click the View
All hyperlink.

18. Enter the chartfields for the

second distribution.

Enter the Distribution
Amount.

Note: The sum of
Distribution Amount has to
equal the Merchandise
Amount.

19. Click the Save button.

Distribution

[=)[2]

of 1 v View All
GLB“'"S:; *Account *Fund DeptlD Program Class Project Distrib. Amt.
1 [sw00 @] [seooss @ [eoe  af [1m  a] | al | Q al | | 14720 E\
Distribution
GLB"B'"E:;? *Account *Fund DeptlD Program Class Project Distrib. Amt.
1 ‘SJDDD Q ‘ |66[IEII]3 Q ‘ |7€||][ID Q | ‘1031 Q | | Q ‘ | Q | Q ‘ | 1’1730| E\
2 [pooe a | al | a] | al | al | a | a] | u.oo| E‘
Transactions @ EI\II View All
Supplier Name: AMZN MKTP US*YG5034XC3 State: WA o
Reconciled
Transaction Date: 07/25/2022 Merchandise Amount: 147.30
Description: Amazon Order: Brother Genuing Drum Unit. DR221CL, Seamiess Infegrafion
Yields Upto 15,000 Pages, Color
e
150 characters remaining
Reference #: |
[ Equipment Tax Registration Printing/Promo Ccomputer
Service Hospitality Other [ pisputed Travel
Distribution
@ @ ang v View All
GLB“‘"S:& *Account *Fund DeptlD Program Class Project Distrib. Amt.
1 [swoo @ [eso0iz @ [romoo | [wm  af | al | al | al | | 100 00 E\
2 [sioe Q] [eeooos  af [fowo Q| [1m  al | a| [nm a | al| | 47.30| E\

m Return to Search Previous in List Mext in List
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Section 2: Save ProCard/GoCard Statement

This section demonstrates how to save the ProCard/GoCard Statement for Cardholder’s and Approving
Official’s electronic signature.

ProCard Adjustment

1. In the ProCard Adjustment

Business Unit: SJo00 ProCard Origin: USBE Name: #

@I ice: i . " &  Process Monitor
. Invoice: PC Invoice Date: 0&/22/2022 Total: 758.41

page, click the

Printer icon. Attachments

Attachment 1
Attachment 2
Attachment 3
Attachment 4

Add Attachment

2. Click the Process Monitor ProCard Adjustment
hyperlink.

Business Unit: SJ000 ProCard Origin: USE Name: #
Invoice: PG Invoice Date:  08/22/2022  Total:  758.41 @  Process Monitor

Attachments

Attachment 1
Attachment 2
Attachment 3
Attachment 4

Add Attachment

The Process List page
displays. rrocemtat || severt |

View Process Request For

3. Click the Refresh button ser o [0 af e | o fe o] | [ows  w] [ Rewr |
every few seconds until: sver Y] wame | Q] wsncereom | | instance o | | T cex )
Run Status | | Distribution Status | v B Save On Refresh Reporl Manager Reset
¢ Run Status is
Success. - Process List
[%][a]
. . . X Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status %, DISTPULON N persiis  Actions
[ ] EISt:Iblthlon Status IS 24537174 SQR Report CSUPQ008 80 12/08/2022 10:04:03AM PST Success \Pus(ed \Delms ¥ Actions
osted.
4. Click the Details hyperlink.
tut_cfs_procard_gocard_recon Page 11 of 39

12/16/22



The Process Detail page
displays.

5. Click the View Log/Trace
hyperlink.

The View Log/Trace
displays.

6. Click the PDF document
hyperlink.

Process Detail

Process
Instance 24537174 Type SOQR Report
Name CSUPOOD0S Description ProCard Statement
Run Status Success Distribution Status Posied
Run Update Process
Run Control ID 002 Hold Request
Location Semver Queue Request
Cancel Request
Server PSUNX
Delete Request
Recurmrence Re-zend Content Restart Request
Date/Time Actions
Parameters Transfer

Request Created On
Run Anytime After
Began Process At
Ended Process At

“ Cancel

View Log/Trace

12/06/2022 10:04:03AM PST
12/08/2022 10:04:03AM PST
12/08/2022 10:04:22AM PST
12/08/2022 10:04:36AM PST

Message Log

Batch Timings

Report
ReportlD 14861019 Process Instance 24537174 Message Log
Name CSUPQOO005E Process Type SOR Report
Run 5tatus Success

ProCard Statement

Distribution Details

Distribution Node FCFSPRD

File List

Name

SOR_GSUPOD0E_24537174.log

csupol08_24537174 PDF

csupol0s_24537174 out

Expiration Date

File Size (bytes)

1,796

5134

333

01/2272023

Datetime Created

12/08/2022 10:04:36.128809AM P3T

12/0872022 10:04:36 128509AM PST

12/08/2022 10:04:36.128809AM P3T

tut_cfs_procard_gocard_recon
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The ProCard statement
displays.

There are minor distinctions

between the ProCard and the

GoCard Statement Report.

e On ProCard, Origin is
USB and can be found in
the header, while the
footer reads, “...US Bank
ProCard...”

e On GoCard, Origin is UST

and can be found in the
header, while the footer

reads, “...US Bank Travel

Card....”

7. In web browser, either print

or save report to your
computer as a PDF.

San Jose State University
US BANK PROCARD

Business Unit: SJ000
Account Name: 408924
Origin: _USH

=0

Number: PC|
: August 22,2022

t: §

758.41

Tran Dt Supplier Refere Pur Cat Upd By Upd Dt Disp  Recon
Prgm __ Class P Amount
10772522 AMZN MKTP US*YC303XC3 80/ 0912722
x

660003 70000 1031 14730
‘Total Distribution 147.30

2 072722 BIOMETRICS4ALL INC ca 80/ 09222
49.50
Total Distribution 4950

3081022 PGEEEZ-PAY ca 80/ 9222
G60003 70000 1031 40575
Total Distribution 40575

4 081722 BIOMETRICS4ALL INC ca 80/ 91222
1031 46.50
‘Total Distribution 46.50

5 OBI822 AMZN MKTPUS®LIYIIDT3 wa 80/ 09222
660003 109.36
Total Distribution 109.36

Purchase Categories:
E-
-

Ihave reviewed the card
purposes. All goods or services

mcnit and have approved the transactions. 1 certify that all the purchascs listed on the statement, unless N
have been received and payment is authorized. The card issucr has been notified of all disputed iterms.

Signature of Card Holder, RENA HAMILTON

in "Disputed Item" column, are true and correct and were made for official CSU

copy of the cardholders statement of disputed items is attached.)

Signature of Approving Official, Frank Beleastro

Date

tut_cfs_procard_gocard_recon
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Section 3: Prepare and Scan ltemized Receipts and Support Backup

Documentation

The Cardholder-

1. Organizes the itemized receipts and support backup documentation in the order the transactions appear
on the statement. Receipts should be attached to an 8.5” x 11” piece of paper, if they are smaller than
that size. When taping receipt, the tape should not cover any portion of the text to prevent fading.

2. Scans and saves the itemized receipts/backup documentation and the ProCard/GoCard Statement into

one file.

Section 4: Prepare Statement and Receipts for Signatures in

DocuSign

After saving the ProCard/GoCard statement and receipts/backup documentation into one file, the Cardholder
will use DocuSign to electronically sign the statement and forward completed reconciliation to the Approving

Official for review and approval.

1. Log into DocuSign at
https://one.sjsu.edu/ .

Note: Use Search feature
to locate DocuSign and
then save it as a favorite
for future use.

SAN JOSE STATE UNIVERSITY

Q Ol’le.SJSU docusign

Spartan App Portal

Single Sign-On Logout
Q
-

Browse Categories ~ All Roles ~

#  Search Results =] 8 & Signin -

PeopleSoft System Access Request *)

Beginning February 15, 2019 we will no longer accept PeopleSoft System Access Request forms on paper.
http://www.sjsu.edu/itsecurity/forms/index htm

Search Results: Tasks Back
DocuSign DocuSign Training College of Engineering Pre-
- Docusign DocusSign Training Approval Order Form
DocuSign. v DocuSign/Web form
i O B i O i O

tut_cfs_procard_gocard_recon
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https://one.sjsu.edu/

The DocuSign page
displays.

2. Click on Templates at top
of page.

Templates pages displays.

3. Click on All Templates

4. Enter ProCard/GoCard in
search field

SJSU

B My Templates
I Finance Forms

W Deketed

I Shared with Me
B Shared Folders.

B8 All Templates

HOME

MANAGE TEMPLATES

REPORTS

Sign or Get Signatures [N

OVERVIEW Last 6 Months

@ Action Required 1

() Waiting for Others -

A Expiring Soon -

/' Completed 15

ESTIMATED ENVIRONMENTAL IMPACT

‘ ‘You've Reduced Carbon Emissions by
63,836 Lb
By using DocuSign instead of paper, San Jose
State University - Enterprise has reduced
carbon emissions by 63,936 pounds.

See your total estimated impact

Sign or Get Signatures

OVERVIEW Last 6 Months
© Action Required 2

(@ Waiting for Others

A Expiring Soon -

HOME

All Templates

WHAT'S NEW

Comments
Ask and answer questions about documents and
recaive real-time comment notifications. More Info

Bulk Send for Multiple Recipients

Include multiple recipients in sach envelope. Send
to mor recipient types and specify envelope
custom fieid values. More Info

Template Sorting
Sort your templates by name.

WE WANT YOUR FEEDBACK

We appreciate your ideas, suggestions, bugs, and
even your compliments

Give Feedback

Want to be the first to try out new features and give
feedback on new ideas?

Join Our Gustomer Panel

MANAGE TEMPLATES

WHAT'S NEW

Comments
Ask and answer questions about documents and
receive real-time comment notifications. More Info

Bulk Send for Multiple Recipients

Include multiple recipients in each envelope. Send
to more recipient types and specify envelope
custom field values. More Info

Template Sorting
Sort your templates by name.

MANAGE TEMPLATES REPORTS

REPORTS

MY DOCUSIGN 1D

Amy Chan
amy.chan@sjsu.edu

@ Member since 2017

g (e

9za0C2:

Des1 7451

HELP AND SUPPORT
@ Support Home

) Community

U Trust Center

MY DOCUSIGN ID

Amy Chan
amy.chan@sjsu.edu

@ Member since 2017

DocuSigned by:
ﬂwu1 (fan

98A002600517451

Edit

Edit

——-q.q Procara/Gocard

PowerFor

Date

[

arpLy GRS

tut_cfs_procard_gocard_recon
12/16/22

Page 15 of 39



5. Click Apply to begin
search.

ProCard/GoCard Statement
Approval Signatures
displays.

6. Click the Use button for
the ProCard/GoCard
Statement Approval
Signatures template.

Add Documents to the
Envelope displays.

7. Click Upload to select your
ProCard or GoCard
statement file.

TEMPLATES REPORTS

20 @

| Q, ProCard/GoCard X | %+ FILTERS
Select Field
| Template Name v ‘
Date
| All v ‘
APPLY RESET
No results. Try a different search term.
SJSU HOME  MANAGE  TEMPLATES  REPORTS 20 .
All Templates [ @ Procar/Gocar x| = eens
v i@ My Templates
W Financs Forms Name Ouner PowerForms LastChange v Folders.
i Deieted 2na2019

[ Finance - ProCard/GoGard Statement Approval Signatures

Eigible for matching Janet Sundrud

04:2:36 pm
[ Shared with Me

/ﬂ

B Shared Foiders

8 All Templates

Add Documents to the Envelope

UPLOAD

USE A TEMPLATE

GET FROM CLOUD b

tut_cfs_procard_gocard_recon
12/16/22
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Open window displays.

8. Select file to upload.

9. Click Open.

ProCard/GoCard Statement
uploaded.

¢ Open
4 ¥ > ThisPC » Downloads

Organize + New folder
. LCD Process ~ Mame

. Project ProCard Stmt.pdf

TEMP ProCard Backup.pdf

@ OneDrive New folder

3 This PC
) 3D Objects
[ Desktop
£ Documents
* Downloads
J’ Music
&=/ Pictures
m Videos
i Windows (C:)
== Google Drive File Stream (G
= 0000 ! (\its-cfsw0D5.sjs
== ProcShar (\\its-cfsvD03.sjsui

T Y pE— <

X

v Search Downloads 0

=y @

Type

Adol
Adol
File t

File name: | ProCard Stmt.pdf

v| Custom Files (*.dog*.docm;*.d ~

ProCard Stmt.pdf
1 page

Add Documents to the Envelope

UPLOAD

USE A TEMPLATE

GET FROM CLOUD v

tut_cfs_procard_gocard_recon
12/16/22
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Next, add the itemized
receipts and support backup
documentation file.

10. Click Upload.

Open window displays.

11. Select file to upload.

12. Click Open.

Add Documents to the Envelope

UPLOAD
USE A TEMPLATE

GET FROM CLOUD v
ProCard Stmt.pdf

1 page

€ Open X

4 J » ThisPC » Downloads » v O

Search Downloads pe)

Organize = Mew folder b= 0

., LCD Process ol Mame Date modified Type

., Project
TEMP

ProCard Stmt.pdf
ProCard Backup.pdf

Mew folder

8/1/2119 4:43PM  Ado
9537PM  Ade

@ OneDrive

I3 This PC

_J 3D Objects

[ Desktop

@ Documents

- Downloads

J) Music

| Pictures

B videos

s Windows (C:)

== Google Drive File Stream (G
== 00000_272 Mits-cfsvD05.sjs)
= ProcShar (\\its-cfsv005.5)5ui

U N - v <

File name: | ProCard Backup.pdf v| Custom Files (*.doc*.docm;*.d ~

Cancel

tut_cfs_procard_gocard_recon
12/16/22
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Second file uploaded.

Add Recipients to the
Envelope.

13. Enter Cardholder’'s Name
and email.

14. Add Approving Official’s
name and email.

15. Click Next button.

Add Documents to the Envelope

ProGard Stmt.pdf E ProCard Backup.pdf
1 page 5 pages

Add Recipients to the Envelope
Some of the recipients are locked and cannot be changed Learn More...

As the sender, you automatically receive a copy of the completed envelope.

Set signing order

Cardholder # NEEDS TO SIGN ¥

. | Amy Chan a |

| amy.chan@sjsu.edu |

Add Recipients to the Envelope
Some of the recipients are locked and cannot be changed Learn More. ADD FROM CONTACTS
As the sender, you automatically receive a copy of the completed envelope.

Set signing order

E’ Cardholder # NEEDSTO SIGN ¥ MORE v

" ‘ Amy Chan a ‘

‘ amy.chan@sjsu.edu ‘

Approving Official # NEEDSTOSIGN ¥  MORE v

[ Marna Genes a]

‘ financesupport@sjsu.edu ‘

*4 ADD RECIPIENT

MORE ¥

T= SIGNING ORDER

SEND NOW NEXT

tut_cfs_procard_gocard_recon
12/16/22
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The attach ment files < Please DocuSign: ProCard/GoCard Statement ® ACTIONS v m
Uploaded display. Q o
Standord Fotde S Ssery Sosemene #
A — E;&;{;:r?,STM‘I’.pdl ~
16. Scroll to the last page of Ny 8
® DS mitial
ProCard/GoCard - .
statement where the T oW
signature and date lines —_ BapDpt v
are located. B compeny
o Tite
T Text
Checkbox
o o e r———
17. Click and drag the Ay Ch Y
Signature block to the my han
Cardholder’s Signature DAl JUSE DLALE UIIVEISILY
line Q_ Search Fields % US BANK TRAVEL CARD
Business Unit: SJ000
- A N ;A b - L 1
Standard Fields :,::":,':t r:.;':e ARERIS. e o
Tran Dt Supplier St Lin
- . Dis
£ # signature w '
1 122418 ALASKAAIR 0272113642429 WA
@ 25 nital
u Date Signed 2 01/0919 HIGHER EDUCATION USER GRO DC
tut_cfs_procard_gocard_recon Page 20 of 39

12/16/22



Signature block for
Cardholder is added.

18. Click and drag Date
Signed block to the
Cardholder’s Signature
line.

Please DocuSign: ProCard/GoCard Statement

Amy Chan v

Q Search Fields X

Standard Fields

San Jose State Uni
US BANK TRAVEL

Business Unit:  SJ000
Aceount Name: AN 7707
Origin:  UST

l;' i Signature Tran Dt Supplier
DS Initi
U Initial
u Date Signed
purposes. AlPzoods of services
Sign
b4
| ] Signature of Card Holder, AN
- Name ignature of Card Holder,
Amy Chan v
DAl JUSE DLALE UINYEDNSILY
Q_ Search Fields X US BANK TRAVEL CARD
i Business Unit:  SJ000
= Account Name: A IS 924-1679 #000025
Standard Fields Origin: ST
Tran Dt Supplier St
‘rp' # Signature
1 122418 ALASKAAIR 0272113642429 W,
Us  |nitial
u Date Signed H 2010919 HIGHER EDUCATION USER GRO - DX

tut_cfs_procard_gocard_recon
12/16/22
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Cardholder’s Signature and
Date Signed blocks added.

19. Change Name from
Cardholder to Approving
Official's name in the
dropdown menu.

20. Click and drag the
Signature block for
Approving Official’'s
signature line.

4 011419 MARRIOTT SAN JOSE CONV CA
5 011519 SOUTHWES 5262427151320 TX
Purchase Categories:

2,328.00 ROOM RENTAL FOR FINANCE
LEADERSHIF TEAM RETREAT
1 51000 GG TT013

28398 AIRFARE - AMY CHAM (TRO45+¢
I 81000 06001 TT013

I have reviewed the card statement and have approved the ransactions. | certify that all the purchases listed on the

purposes. Al anods or services have been received and payment is authorized. The card issuer has been notified |
Sign

¥

Date Signed

Signature of Card Holder, Amy Chan

Date

Please DocuSign: ProCard/GoCard Statement

Amy Chan v
Sl JUNE DLALE Ulll\"el’sllﬁ
(« v Amy Chan US BANK TRAVEL CAR
Business Unit:  SJ000
Marna Genes Account Name: A Poo94-I¢
Origin: UST
Tran IM  Supplier
Edit Recipients
I 122418 ALASKA AR 0272113642

Please DocuSign: ProCard/GoCard Statement

Marna Genes v

Q Search Fields x

Standard Fields

Al JUSE DLALE UIIVEDNSILY

US BANK TRAVEL CARD

Business Unit:  SJ000
Account Name: | -
Origin:  UST

924-1679  #HODL

Tran Dt Supplier St Lin
. i
(g & signature _ :
1 1272418 ALASKA ATR 0272113042429 WA
& DS Initial
m Date Signed 2010919 HIGHER EDUCATION USER GRO DU
tut_cfs_procard_gocard_recon Page 22 of 39

12/16/22



Signature block for
Approving Official is added.

21. Click and drag Date
Signed block to document.

Marna Genes v ho] 96% ¥
Sl JUSE SUALE UIIVErsiLy
Q_ search Fields X US BANK TRAVEL CARD
= Business Unit: SJ000 Invoice Number: TCO1E
) Account Name: 9241679 Involce Date: - Jamuary
Standard Fields Orgins_UST Total Amounts 542
Tran Dt Supplier St LineAmt  Description Reference Pur Cat Upd By
= Disrib Ln# BUGL___ Acct Fund  Dept  Prgm  Class  Proj  Amount
V3 &  Signature
1122918 ALASKAAIR 0272113642429 WA 12640 ATREFARE FOR ANN BUT
DS [niti (TR044774) AND IVX ROMERO
g9 Initial (TR041776)
LS s 7T 0 sso0r 1260
“Total Disribution 12640
[5] Date Signed 2 GU0919 HIGHER EDUCATION USER GRO DC 875,00 REGTSTRATION FEBS - AMY CHAN
(TRO45496)
|osoe0 eosnr 77013 t60s 87500
Total Distribution 57500
3 0U1419 EBNEGOTIATINGSOFTWA  CA 59900 REGISTRATION FEE - SYLVIA SOSA
® (TRo45681)
e Name LS s o isa s9900
Total Disriburion 599,00
¥ Email 4 011419 MARRIOTTSANJOSECONV  CA 232800 ROOW RENTAL FOR FINANCE
el LBADERSHIP TEAM RETREAT
1 S1000 606001 77013 1042
B c Toul D )
ompany 5 01819 SOUTHWES $262427151320  TX 28398 ATRFARE - AMY CHAN (TR045436)
IS0 Gosonl 7013 1606 %308
& T Toul Disribuion 2398
e Purchase Categorles:
Ihave reviewed the card sttement and have approved the transactions, I cerify tha al he purchases lised on the sat < Noted in "Disputed em” column, are true and correctand were made for s
pumposes. All goods i b : ificd of all dispur 5. (Acony of the cardholders statement of disputed items is attached.)
Sign
T Text Date signed

Card Holder, | Date

[¥] Checkbox () GiER

of Approving Official, Marna Genes

Marna Genes v
Q Search Fields X
Standard Fields

d
DS

¥

Signature

Initial

=
ﬂ Date Signed

L JUNE OLALE LINIYEDS]

US BANK TRAVEL CAF

Business Unit: SJ000
Account Name:

Ori UST

I

Tran Dt Supplier

I 122418 ALASKAAIR 027211

2 010w19  HIGHER EDUCATIO!N

tut_cfs_procard_gocard_recon
12/16/22
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Approving Official’s
Signature and Date Signed
blocks are added.

Note: If Approving Official is
not available, then
reconciliation can be directed
to a designee (an MPP level
employee or higher). A Text
block can be added to the
ProCard Statement in
DocuSign to print the name of
designee, title and reason they
are signing in place of the
Approving Official on file.

22. Click Send to start the
signature process in
DocuSign.

23. Click Sign Now.

Marna Genes v 9 3] 96% v
S JUSE SUALE UIIVErSILY
Q_ seard X US BANK TRAVEL CARD
Business Unit: S1000 Invoice Number: TC
y Ac s 241679 # Invoice Date: Jamuary 16,2019
Standard Fields Origin:_ust Tora Amonnts 5421238
Tran DU Supplier St LineAmt  Description Reference Pur Cat UpdBy  UpaDt  Disp
(7o) V2 Distrib L BUGL__ Acct Fund  Dept  Prgm  Clais  Proj  Amount
¥ #  Signature
| DUI ALASKAAIR G211362420 WA 12640 ATR For AN BUX 012419
DS . (TRO44774) AND IVY RONERO
Initial (TRO44776)
S ool TS sso01 12680
Toul Disrbution 12640
[ Date Signed 2 0U0YI9 HIGHER EDUCATION USERGRO DC 87500 REGTSTRATION FEES - AMY CHAN o419
(tRo45485)
[T 7500
Toul Distribution 7500
3 0UI41 EBNEGOTIATINGSOFTWA  CA 900 REGISTRATION FEE 012419
° (TRosssa1)
e Name LS el 7013 1sa4 59900
Toal Distibuion 599,00
- 4 0V1419 MARRIOTTSANJOSECONV  CA 232800 ROOM RENTAL FOR FINANCE 012419
&4 Email LEADERSHIP TEAM RETREAT
Toosom el 7013 1082
A c Toal Disrvuion
empany 5 011519 SOUTHWES $262427151320  TX 283,98 AIRFARE - AMY CHAN (TR045486) 012419
LSO est0l 7013 1es
y ol Disrbution
i Title Parchae Catgores
Uhave reviewed wansactions. | allthep Jisted on the satement, uness Noted in*Disputd len”column, aretrc and coreetand were made for offcal CSU
s Al zoods or horized. The card fied ofal disputd icms. (A conw of the cardholdes statemen ofdispucd tems i aiached.)
sion sion
T Text pate signed Date Signed
Signature of Card Holder, Date Signature of Approving Offcial. Marna Genes Date
Amy Chan
Checkbox
9 o 96% v
S JUSE SUALE UIIVErSIty .
US BANK TRAVEL CARD
m Date Signed
Business Unit: SI000 Tnvoice Number: TC0
Account Name: 241679 1 Invoice Date: - Jamuary 16,2019
st Total Amount: 5421238 .
Recipient A
Tran Dt Supplier St LineAmt  Description Reference Pur Cat UpdBy  Upabt  Disp
Distrb Lk BUGL___ Acct Fund  Dept Prgm  Cln  Proi  Amount
ot o i Marna Genes v
1122418 ALASKAAIR Q7211362429 WA FoR A BUX o219
) AND VY ROMERO
e ) 3
e B, ssom 1840 Formatting v
ol Distrbution 12640
2 010919 HIGHER EDUCATION USER GRO DX §75.00 e Fass oi2wie
TR ) Data Label v
LS sosoon 1606 87500
Total Disebution 7500
3 001419 EBNEGOTIATINGSOFTWA €A 59900 Rec: Fes o249 Location v
(TRosssa1)
L s eosoon 1534 59900
ol Distrbution 59900 Field Order v
4 011419 MARRIOTTSANJOSECONV  CA 232800 ROOM RENTAL FOR o249
LEADERSHIP TEAM RE:
LS eosonn 1022 2800
Tonl Disbuion
5 01119 SOUTHWES SIQaISIN0  TX 28395 AIRPARE - AMY CHAM 6) o219
LS sosor 7013 1606 2395
Total Disibaton 26398
Purchase Catcgories:
od the transactions. 1 cerify

is authorized. The c

pate signed

Signature of Card Holder, AMY CHAN

Date

Sign

*

isputed

lised on the statemen, unless Noted in “Disputed Hem” column, are trc and corrset and were made foroffcial CSU

Date signed

Signature of Approving Offcial, Marna Genes

Date

Do you want to sign this document now?

SIGN LATER

BACK

Save As Custom Fifld

Delete

SEND

tut_cfs_procard_gocard_recon
12/16/22
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24. Click Continue.

25. Click Signature block to
sign.

Cardholder’s signature is
added.

26. Click Finish.

Cardholder’s signature
process completed. Approving
Official will receive email
notification to review and sign
ProCard/GoCard package.

SJsuU
Powered oy DocuSign,

Please Review & Act on These Documents

Amy Chan
‘San Jose State University - Enterprise

CONTINUE OTHER ACTIONS v

Please review the documents below.

Purchase Categories:

I have reviewed the card statement and have approved the transactions. | certify that all the purchases listed on the statemer
i ISlgn St poods or services have been received and payment is authorized. The card issuer has been notified of all disp

¥ 2/15/2019

Signature of Card Holder, Date

Amy Chan

Purchase Categories:

[ have reviewed the card statement and have approved the transactions. [ certify that all the purchases listed or
purposes, All goods or services have been received and payment 15 authorezed, The card issuer has been notifi
DocuSigned by

Ay (an.

Signature of Card Holder, . Date

Amy Chan

2/15,/2019

send the completed document.

DocuSign Envelope 1D: 14D28254-F4A8-441E-8731-BE21533C5858
San Jose State Universit
US BANK TRAVEL CAR

Tnvoice Numbers TC!
Invaice Date; January 16, 2019
Total Amount: S 4212.38

IS 9241679 #0027 117

Tean Dt Supplier St LineAmt  Description Reference Pur Cat Upd By Updlt  Disp
Distrib Ln# BUGL ___ Acet Fund  Dept  Prgm  Class Proj  Amount
1122418 ALASKAAIR 0272113642429 WA 126,40 ATREFARE FOR ANN BUT 01724119

(TRO44774) AND IVY ROMERD
(TRO4£776)

tut_cfs_procard_gocard_recon
12/16/22
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Section 5: Approving Official’s Review and Approval of
ProCard/GoCard Statement and Receipts in DocuSign

It is the Approving Official’s responsibility to review reconciliation for compliance to the ProCard/GoCard
policies and approve it before the submission deadline.

Approving Official will
receive email from DocuSign
to review and sign ProCard
or GoCard statement.

1. Click the Review
Documents in email.

2. Scroll through the
document to review the
statement and
associated backup
documentation.

Please DocuSign: ProCard/GoCard Statement for Amy Chan

Amy Chan via DocuSign <dse_na2@docusign.net>

Inbox x

6:36 PM (0 minutes ago)

Amy Chan sent you a document to review and sign.

REVIEW DOCUMENTS

tome ~
DocuSign Envelope ID: 14D26254-FAAB-441E-8731-8621533C5658
START San Jose State Universit

US BANK TRAVEL CAR|

WS 9241679 A0G

Invoice Number: TC
Involce Date:  January 16,2019
Tot

tS 421238
St LineAmt  Description Reference Pur Cat Upd By Upd Dt Disp
Distrib Ln# BUGL ___ Act Fund _ Dept  Prgm _ Class Proj  Amount
1122418 ALASKAAIR (272113642429 WA 12640 ATREFARE FOR ANN BUT on24n9
(TRO44774) AND IVY ROMERO
(TR044776)
SI000 G TIO N74 Sso01 126,40
Total Distribution 12640
2 010919 HIGHER EDUCATION USER GRO DC 87500 REGISTRATION FEES - AMY CHAN 012419
(TRO45486)
1 sio00 6001 TIOLS 1606 87500
Total Distribution 87500
3 011419 EB NEGOTIATING SOFTWA <A 599.00 REGISTRATION FEE - SYLVIA S0BA o249
(TRO45681)
[ G001 THOLY 1534 599.00
Total Distribution 599,00
4 01419 MARRIOTTSANJOSECONY — CA 232600 ROOM RENTAL FOR FINANCE 012419
LEADERSHIP TEAM RETREAT
[ feom T 042 232800
252800
5 011519 SOUTHWES 526242715130 TX 8398 ATRFARE - AMY CHAN (TRO45486) o149
[T G0N TION 1606 28398
28398
Purehase Categories:
Ihave reviewed the card statement and have approved the fransat 1 certiy that all the purchases lisied d liem" column, are true and correct and were made for official CSU.
fhorized. The card issuer has been noi cardholders statement of disputed items is attached )

‘purposes. All goods or services have heen received and paymen
by

c

2/15/2019 2/15/2019

Signature of Card Holder,

Amy Chan

Program Name:  CSUPOIOS LS BANK TRAVEL CARD Scad hard copy with

Page 1

Report Date: 02106/1%
Report Time: 16:33:30

sinaturs nd back ep documents o AP.

tut_cfs_procard_gocard_recon
12/16/22
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3. After review, click the

Signature block for
Approving Official to
sign.

Total LASriDUtion S0

4 OUINI MARRIOITSANJOSECONY  CA 232800 500 RSNTRL FoR FIwaNCE oza
LEADERSHIP TEAM RETREAT
1 SI000 606001 77013 1042 2,328.00
Total Distribution 232800
5 011319 SOUTHWES 5262427151320 T 28198 ATRFARE - AMY CHAN (TR045485) 0172419
1 S0 06001 TIONG 1606 . omy
Total Distribution 263.98
Purchise Categories:
I have statement and the transaction I certify that all the purchases listed on the statement, unless Noted in "Disputed Item" column, are true and correct and were made for official CSU
purposes. All goods or services have been received and payment is authorized. The card issuer has been notificd of all disputed items. (A copy of the cardholders statement of disputed items is attached.)
Docusigned by DocuSignod by;
ﬁm, (lam. 2/15/2019 Marna Sonss 2/15/2019
Date

Signature of Card Holder, AMY CHAN

Signature of Approving Official, Marna Genes

Section 6: Save Completed and Signed ProCard/GoCard Statement
Reconciliation

An email notification will go
to the Cardholder after the

Approving Official has
signed the reconciliation.

1.

In notification,
cardholder clicks on
View Competed
Documents.

tome v

DocuSign via DocuSign <dse_na2@docusign.net>

SJSU

Completed: Please DocuSign: ProCard/GoCard Statement

Your document has been completed.

VIEW COMPLETED DOCUMENTS

Inbox x

& 6:45PM (1 minute ago) i

tut_cfs_procard_gocard_recon

12/16/22
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Completed reconciliation
displays.

2. Download file to
computer.

3. Select Combined PDF
from Download menu.

4. Locate the file on your
computer so you can
upload itin FTS.

Cardholder can rename
file, if preferred.

DocuSign Envelope 1D M‘BZstl_rFIAB-&MEBH‘LB&HS&JCEGEE
San Jose State Universit;
US BANK TRAVEL CAR!

Tnvoice Numb
Invoice Date:  January 16, 2019

™ ‘

924-1679 ¢
Total Amount: § 4,123
Tran Dt Supplier st wAmt  Description Reference Pur Cat Upd By Upd Dt Disp
bLn# BUIGL  Acet Fund _ Dept  Prgm  Class Proj  Amount
11202418 ALASKAAIR 0272113642429 WA 126,40 ATREFARE FOR ANN BUT
(TRD44774) AND IVY ROMERD
(TRO44776)
S1000 606001 T3 1174 _sso0l 12640
Total Distribution 12640
2 0110919 HIGHER EDUCATION USER GRO' DC §75.00 REGISTRATION FEES - AMY CHAN
(TRo45486)
1 s 606001 77013 1606
Total Distribution
30104119 EB NEGOTIATING SOFTWA A 599.00 REGISTRATION FEE - SYLVIA SOSA 012419
(TRO45681)
1 s 606001 TT0IE 153 59900
Total Distribution 59000
4 011419 MARRIOTTSANJOSECONV €A 232500 ROOM RENTAL FOR FINANCE 012419
LEADERSHIF TEAM RETREAT
1 s 606001 TOIZ 1042 232800
Total Distribution 232800
5 011519 SOUTHWES S262427151320  TX K398 ATRFARE - AMY CHAN (TRO45486) 012419
[ 606001 77013 1606 28398
Total Distribution 28308

Purchase Categorics:
Uhave reviewed the card statement and have approved the transactions. [ centify that all the purchases listed on the statemen, unless Noted in "Disputed ltem" eolumn, are true and correct and were made for offieial CSU

A copy of the cardholders statement of disputed items is attached )
DocuSigned by:

Mara Cuncs 2/15/2019

Sigaature of Approving Official, Marna Genes Date

purpuses. Al goods or services have been received and payment is authorized. The card issuer has been notified of all disputed items. {
ned by:

ﬁm, (am 2/15/2019

Signarure of Card Holder, AMY CHAN Date

iment is now complete.

Q Qg o

DocuSign Envelope ID: 14D28254-F4AB-441E-8731-B821533C5658 -2
San Jose State Universit Combined POF B
US BANK TRAVEL CAR o

Business Unit: SJ000 Invoice Number: TCOT

Aceount Name: AN 6 E'm-niunm-: January
otal Amount: § 4

Origin: UST
Tran Dt Supplier St LineAmt  Description Reference Pur Cat Upd By
Distrib Ln# BU/GL __ Acet Fund  Dept  Prgm  Class Proj  Ameunt
I 1224/18 ALASKAAIR 0272113642429 WA 126,40 ATREFARE FOR ANN EUT
(TRO44774) AND IVY ROMERO
(TRO44776)
1 S1000 AO6001 7003 174 SSo01 126.40
This PC > Downloads
A Name Date modified Type Size
7/11/20193:50 PM  Adobe Acrobat D... 88 KB

Please_DocuSign_ProCardGoCard_Statement.pdf

tut_cfs_procard_gocard_recon
12/16/22
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Section 7: Upload Completed ProCard/GoCard Statement
Reconciliation in FTS

Upload the completed and approved ProCard/GoCard Statement with itemized receipts/support backup
documentation files in the ProCard/GoCard Statement Submission portal in FTS. All active SJSU employees
will have access to the portal so there is no need to request additional systems access from CMS Security.

1. Login to FTS at One.SJSU What would you like to do?
one.sjsu.edu. @ sp:rian App portal Browse Categories

My Favorites %

MySISU SISU @ Work System Access Request form s | My Ema
PeopleSoft - CS PeopleSoft - HR MySJSU, SJSU@Work CFS, FTS . I ] G Suite
~
i o |
Benefits Open Enrollment Common Finance System . e-Invoice Link PO Chai
PeopleSoft - HR (CFS) website - onbase
o
i i e
Proc rement Pathways OnBase Campus Marketplace Finance
website E Finance (
i e i e
Finance Data Warehouse F nanc ial Transaction Services gummmm—
FDW

tut_cfs_procard_gocard_recon Page 29 of 39
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https://one.sjsu.edu/

2. In the module “Other”,

click the for
ProCard/GoCard
Statement
Submission.

The ProCard/GoCard
submission form displays.

Note: The Cardholder
information required can be
found in the header section of
the ProCard or GoCard
Statement.

Main Menu Profile Preferences Setup Data Exit

Open Items

You have 1 Travel Reimbursements

Purchasing/Payments Wl

For guidance on travel policies and For guidance on ATI purchases, see
procedures, see the Travel Guide About the E&IT Procurement Checklist
Note: at month-end, all open and Note: at month-end, all open and
pending Authorizations will be pending transactions over two
deleted one year after the trip months old will be deleted.
departure date; all open and pending o

Reimbursements will be deleted one m Requisition

year after the trip return date.

m Travel Authorization
m Travel Reimbursement

Expense Adjustments

ProCard/GoCard Statement Adi
Submission m HR Expense Adjustment

m Direct Payment Voucher

~om
T ao
MW o= =
Elaa=

m Reimbursement Voucher

PO Change Order Request

EEE

e-Invoice Submission

AP ProCard/GoCard Statement Reconciliation

SJSU

Requester Information

Requester Name

Cardholder Information

empi0- st Name Last hame emat .
[ ] [ J | |

Request Type ™ Invoice Number® Invoice Date*
Procard O GoCard

NOTE! signatures signed upload.
1. Upload ProCard/GoCard Statement in PDF File Format
2. Upload the Backup Document(s) seperate from the statement.

tut_cfs_procard_gocard_recon
12/16/22
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3. Enter the Cardholder’s
EmplID (Employee ID)
number.

The name, email and phone
fields will auto-populate
based on the EmpID
entered.

4. In Request Type, click
on the radio button for
ProCard or GoCard.

5. Enter the ProCard or
GoCard Invoice
Number and Invoice
Date.

6. Upload statement file
with backup documents
by clicking the Attach
ProCard or GoCard
Statement button.

S S SAN JOSE STATE
UNIVERSITY

Requester Name Requester's Email Address

\Amy Chan amy.chan@sjsu.edu

EmplD* First Name Last Name
Invoice Number * Invoice Date *

Requester Name Requester's Email Address
[amy chan | [amy-chanesjsu.edu |

EmpID* First Name Last Name Email

(00007 mm AMY ICHAN |AMY.CHAN@S)SU.EDU I
Request Type * Invoice Number * Invoice Date*

P © o R R

EmpID* First Name Last Name Email
Request Type * Invoice Number * Invoice Date *

© ProCard O GoCard

EmpID * First Name Last Name

Request Type * Invoice Number* Invoice Date *
O Proca O cocus A R
NOTE! Statement must have proper signatures signed via DocuSign prior to upload.
1. Upload ProCard/GoCard and back up doc ion in PDF file format (one file please). Tips: You can use Adobe Pro to combine files

AP ProCard Statement

[AEsmresa]| e—

AP GoCard Statement

[SRSasSm| t—

tut_cfs_procard_gocard_recon
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Open window displays.

7. Select the
ProCard/GoCard
Statement file with
backup documents.

8. Click Open.

Statement file uploaded.

9. If needed, click
Remove to delete file
and repeat above steps
to upload again.

« « 2 & 5 ThisPC > Downloads ~ | © | Search Downloads o

Organize v New folder =4 (7]
A Name Date modified Type Size
s Quick access

' [8) ProCard stmt 07.2019_Complted.pdf 8/1/20195:25PM  Adobe Acrobat D... 159KB

ProCard Stmt.pdf 8/1/2019443PM  Adobe Acrobat D., TKE
ProCard Backup.pdf 7/10/20195:37PM  Adobe Acrobat D.. 40KB
| Newfolder 8/1/2019455PM  File folder

[ Pictures
. ActgShar
| FRMS -
s Google Drive File Stream
|, FinanceSupport *
=) 2mgo7

., LCD Process

. Project

|| TEmP

AR R

@ OneDrive
[ This PC
1 3D Objects

B Desktop .

File name: [ ProCard Strt_07.2019_Compltedpdf | [anFies vl

=

AP ProCard Statement
ProCard Stmt_07.2019_Complted.pdf Remove ijs—

AP GoCard Statement

tut_cfs_procard_gocard_recon
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10. When ready, click
Submit to send your
statement and backup
to Payment Services.

Email confirmation of
submission will be sent to the
Requester.

ProCard/GoCard submission
completed.

EmplD* First Name Last Name
000000000 AMY CHAN
Request Type™ Invoice Number* Invoice Date ™

@ ProCard ® GoCard |:| 2/13/2019

NOTE! statement must have proper signatures signed via DocuSign prior to upload.
1_ upload ProCard /GoCard Statement and back up documentation in PDF file format (one file please) Tips- You can use Adabe Pro to combine filas into one fil

GoCard Statement™
GoCard_STMT.pdf Remove

AP ProCard Statement

AP CoCard Statement

For ProCard

1. On or about the 25th of each month. cardholders are notified via email that their ProCard statements are ready for reconciliation in the CFS.

2. By the 5th of the following month, cardholders must have reconciled their ProCard statement in CFS and print their ProCard Statement report.

3. By the 10th of each month. both cyrdholders and their Approving Officials must sign the ProCard Statement report and submit it with matching receipts to Aco

For GoCard
1. On or zbout the 1 each month. cardholders are notified via email that their GoCard statements are ready for reconciliation in CF5.
2. Within five w. days (on or about the 22nd of each month), cardholders must reconcile their Travel Card statements in CFS, print and submit the approved

ProCard/GoCard Document Received by AP inbox x &
noreply@sjsu.edu Wed, Feb 6, 11:41 AM (9 days ago) Yy & &
tome v

Dear Amy Chan,

Thank you for submitting your ProCard/GoCard statement. Your invoice number: PC1234022019 has been received by the Accounts Payable.

Your document will be reviewed and processed. If you have any questions about the status, feel free to contact us:

Phone: 408-924-1558

Sincerely,

Accounts Payable

tut_cfs_procard_gocard_recon
12/16/22
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Other Features

This section demonstrates how to view your historical ProCard/GoCard information and how to print the

Statement Report in the CFS

1. Click the NavBar

NavBar: Menu

&

icon.

Click the === Menu icon.

From NavBar: Menu, go to
CSU ProCard > Use &
Inquiry > ProCard
Completed Inquiry.

The ProCard Completed
Inquiry page displays.

4. Enter criteria:

e Business Unit: Enter
SJ000.

e Origin: Enter USB for
ProCard or UST for
GoCard.

e Last Name: Enter
cardholder’s last name.

e First Name: Enter
cardholder’s first name
(Optional).

¢ Invoice Number: If
you’re looking for a
specific month, enter
the correct Invoice
Number (Optional).

Note: Invoice numbering
is formatted as follows:

Menu > CSU ProCard

Menu

Use & Inquiry

= ProCard Adjustment

O

Recently Visited

= ProCard Completed Inquiry

%

Favorites

ProCard Completed Inquiry Page

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

Find an Existing Value ‘

w Search Criteria

Business Unit ‘ = v‘

54000

Origin ‘ begins with V‘ ‘

Invoice Date ‘ =

Last Name ‘ begins with ‘ ‘

First Name ‘ begins with ~ ‘ ‘

Invoice Number ‘ begins with V‘ ‘

U Case Sensitive

Basic Search & Save Search Criteria

tut_cfs_procard_gocard_recon
12/16/22
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PC (ProCard) and
TC (GoCard)

MM (month)

YY (year of billing
statement)

4 digits (sequential
number)

5. Click the Search button.

The Search Results page
displays.

6. To select a transaction,
click the appropriate
hyperlink.

Search Results

View All

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

SJO00

SJ000

SJ000

SJ000

SJ000

SJ0O00

UsSB

USB

UsST

UsT

usB

usT

05/25/2020

06/23/2020

08/18/2020

10/16/2020

10/23/2020

11/17/2020

PC

PC

TC

TC

PC

TC

0

0

0

tut_cfs_procard_gocard_recon
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The ProCard Completed
Inquiry Page displays.

7. To see all transactions for
the billing cycle, click the
View All hyperlink.

Print Statement:

8. To print your
ProCard/GoCard

statement, click the
Printer icon.

9. Click the Process Monitor
hyperlink.

I ProCard Completed Inguiry Page

Business Unit: S5J000 ProCard Origin: USB Mame: #
Invoice:  PCt Invoice Date:  05/25/2020  Total:  8483.49 &  Process Monitor
View Attachment
Attachment 1
Attachment 2
Attachment 3
Attachment 4
[a] s ][ ][]
Supplier Name: INTERMATIONAL ASSOCIATION State: TX
Transaction Date: 05/08/2020 Merchandise Amount: 579.00
Description: |AEE Exhibifion and Events mean Business Membership Renewal for faculty
|AEE is the leading trade associafion for the global exhibitions and events industry.
4
Reference #:
Equipment Tax Registration Printing/Promo Computer
Service Hospitality Other Disputed Travel
Distribution
| = | | Q | = View All
GL Business Unit  Account Fund DeptlD Program Class Project Distrib. Amt.
1 5J000 660803 70000 1030 579.00
ProCard Completed Inquiry Page
Business Unit: S5J000 ProCard Origin: USE Mame: #
-,r: -
Invoice: PCI( Invoice Date: 05/25/2020 Total: 2422 49 & | Process Monitor
View Attachment
FRTS——
ProCard Completed Inquiry Page
Business Unit: SJ000 ProCard Origin: USE MName: #
- =
Invoice:  PCIQ Invoice Date:  05/25/2020  Total: 845549 <

View Attachment

P T S————

tut_cfs_procard_gocard_recon
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The Process List page
displays.

10. Click the Refresh button

every few seconds until:

e Run Status is
Success.

e Distribution Status is
Posted.

11. Click the Details hyperlink.

The Process Details page
displays.

12. Click the View Log/Trace
hyperlink.

The View Log/Trace page
displays.

13. Click the PDF document
hyperlink.

Process List | Server List ‘

View Process Request For

User D [80 Q| e | v | [Last v | \ 1| (o ~] [ Remesn |
server | ~] Name | Q| instance From | | instance To | | Clear
Run Status | v | D Status | v| B Save On Refresh Report Manager
* Process List
‘:.‘HQ| -13 of ~ | View Al
Select  Instance Seq. Process Type Process Name User Run Date/Time \n Slahu\::gj:”m" Demi% Actions
24548579 SQR Report CSUPD00& 30i 12/09/2022 4:28:20PM PST Success Posted Details ¥ Actions
Process Detail
Process
Instance 24549579 Type SQR Report
Name CSUPCO0S Description ProCard Statement
Run 5tatus Success Distribution 5tatus Posted
Run Update Process
Run Control ID 002 Hold Request
Queue Request
Location Server 4
Cancel Request
Server PSUNX
Delete Request
Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process At

View Log/Trace

Report

ReportID 14871364

Name

Run 5tatus  Success

ProCard Statement

Distribution Details

Distribution Node

File List
Name

SQOR_CSUPO008_24549579 log

supoD 79 PDF

csupol0E_24549579 out

CSUPO003

FCFSPRD

Re-send Content Restart Request

Actions

12/09/2022 4:26:20PM PST
1210972022 4:28:20PM PST
12/09/2022 428 27PM PST
12/09/2022 425 41PM PST

Process Instance

Process Type

File Size (bytes)

1,796

9,021

333

24549579
SQR Report

Expiration Date

Parameters Transfer

Message Log

Eatch Timings

Message Log

0142372023

Datetime Created
1210902022 4:28:41.419158PM PST
12/092022 4:28:41 419153PM PST

12/08/2022 4:28:41 419158PM PST

tut_cfs_procard_gocard_recon
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The ProCard Statement AR PROCARD ™™
displays. -

14. To print the statement, o NTERATIONLASOCIATION TX - se0
navigate to File > Print in
your web browser or click
the Print icon on the - , e -
toolbar, and then click OK. | ~ "~ " T
Note: After the report is C ol o e T
printed, manually write the I
description for each + e e e e R

transaction, if necessary.
There are minor distinctions o
between the Pro Card and the 1 S1000 G963 OO0 1030 190.95

GoCard Statement Report- T 0820:20 AMERICAN MARKETING ASSOCH IL 149.00 Fac (American B e 052820

S

[ On Procard’ Origin is j::t;imm]\mnu: CSUPOI0E E::.’\ﬂmmu.umr;.n.l»msmm.h.n....\h.;ml\.w.n,...m.h.n,ummmiuamrru.u..n....r..r....rm,“-.s..,..a :::::: :);:‘x; ;l_'\\_li::'
USB, and the footer reads,
“...US Bank ProCard...”

¢ On GoCard, Origin is UST,
and the footer reads, “...US
Bank Travel Card....”

tut_cfs_procard_gocard_recon Page 38 of 39
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Contacts

Questions pertaining to the ProCard or GoCard Program should be directed to the Program Coordinators:

ProCard Coordinator- Rachel Zubiate | rachel.zubiate@sjsu.edu

GoCard Coordinator- Vacant

References

Duo Two-Factor Authentication
https://www.sjsu.edu/it/support/service-desk/duo/index.php

Finance Training and Tutorials
https://www.sjsu.edu/fabs/connect/training-and-tutorials.php

GoCard Guide
https://www.sjsu.edu/fabs/docs/gocard guide.pdf

GoCard Ways to Pay
https://www.sjsu.edu/fabs/services/travel/gocard.php

Hospitality Guidelines
https://www.sjsu.edu/fabs/how-we-can-help/policies-quides/hospitality-quidelines.php

One.SJSU
https://one.sjsu.edu/

ProCard Guide
https://www.sjsu.edu/fabs/docs/procard guide.pdf

ProCard Ways to Pay
https://www.sjsu.edu/fabs/services/p2p/pay/procard.php

Forms

Finance Systems Access Request
http://www.sjsu.edu/it/security/forms.php

Hospitality Expense Justification
https://www.sjsu.edu/fabs/docs/hospitality expense justification.pdf
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