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Procard Adjustment

Once your Procurement card (“ProCard”) statement arrives electronically, you have the opportunity to designate how each invoice on that statement is to be charged.  To do so, navigate to the Procard Adjustment page using the following navigation.

NAVIGATION:  San Marcos Custom Report and Interfaces ( ProCard ( ProCard Adjustment 

(This would be a good page to “Add to Favorites” via the link in the upper right-hand corner.)  Within each of your invoices defaults your ChartField string.  You can change the ChartField string so it represents how you want each invoice to be paid.  You will have ten (10) business days to make a change to the ChartField string.   After the 10th business day, the transactions will be charged to the ChartField string referenced on the page.

Reminder:  Each invoice can be charged to one ChartField string only. 

Reminder:  Be sure to use the ProCard tax accrual form (http://www.csusm.edu/fas/forms.htm) for transactions that need tax accrued.
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Business Unit:  SMCMP

Invoice Date:  Billing Statement Date (NOTE:  Please do not use this as a search method.  The billing statement date is not the same as the date on your electronic version of the ProCard statement.)
Last Name:  Enter the cardholder’s last name you wish to update.
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Business Unit:  The BU the expense will be charged to (SMCMP).
Invoice: The number is system-generated.  The first four characters are for the MMYY the billing statement is for, and the last four characters are sequential numbers.  Make note of the Invoice for this will be used to cross reference the AP voucher created in PeopleSoft.

Invoice Date:  The billing statement date.

Total:
The total amount for the card for this billing cycle.

Vendor Name:  The Vendor the Charge was for.
Transaction Date:  The date of the charge.

Merchandise Amt:  The amount of the charge.

Description:  Will be blank.  This can be used at the discretion of the account holder.  For example, a more detailed explanation of what was purchased can be entered here.  This is for informational purposes only; it does not get loaded into the Accounts Payable invoice.

Distribution:  The ChartField string the charge will go to.  Defaults from the setup of the ProCard Account holder.  The user will be able to make changes to them.

In order to see all charges for the billing cycle, select the View All.
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Once you have made the adjustments to your ProCard statement, you can get a printout of the statement as seen below.  From the ProCard adjustment screen, click on the printer icon.  It is near the top right-hand corner of the ProCard adjustment screen.  This automatically creates a report that's behind the scenes.

 

NAVIGATION:  PeopleTools ( Process Scheduler ( Process Monitor
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Under the dark blue line, look for Run Status.  Once the Run Status next to your report reads "Success," click on the Details link, then on the next page you'll see the View Log/Trace link at the bottom of the page.  Click on that and from there, open the file ending in .PDF.  
Accounts Payable Voucher Inquiry
Once the ProCard transactions have been loaded into Accounts Payable, you are able to view it through the Voucher inquiry. 

Navigation:

Accounts Payable ( Review ( Vouchers ( Voucher Inquiry

Enter the Invoice number.  This can be found on the ProCard record (see above or below on how to find this).
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To see Procard Transaction detail, select the Detail Lines icon.  


To view all transactions, select the View All.

Review ProCard History

Once the Procard Billing statements have been loaded into Accounts Payable, the Procard Account Holder will no longer be able to update their expense distribution.  

NAVIGATION:  San Marcos Reports/Interfaces ( ProCard ( ProCard Inquiry
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Business Unit:  SMCMP

Invoice Date:  Billing Statement Date (not required, however this will narrow the search).

Last Name:  Last Name of ProCard Holder

First Name:  First Name of ProCard Holder

Select View All to see all transactions for this billing cycle.
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Select the printer icon if you wish to make a hard copy of your transaction Details/Distribution. 
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