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Approve ERF’s

Make credit card purchases

Manage student org. balances

Keep org.’s updated (checks, donations)

Answer student inquiries



Associated Students, Inc. (ASI) is

responsible for the accounting side of your

student organization account.

We can help you make deposits and

manage/spend your money.

SLIC provides training, advising, and

resources to you and your organization.

Anything to do with the day-to-day running

of & planning for your club (i.e., officer

changes, event planning, general questions)

ASI vs SLIC



Account Basics

5 digit fund account code (9____) from which all payments

made

YOU keep track of shadow budget to prevent a negative

balance

WE keep track of weekly account balance and drill downs by

request (for a specific charge)



How do we know our club’s balance? 

You can find your balance in the student org account services

website on ASI. It is updated every Thursday.

Student Org. FAQ’s 



Deposits

PLEASE NOTE: The ASI office does not accept cash or any form of monetary deposit. All

deposits must be taken to the CSUSM Cashiers Office at the Administrative Building 3800.



ERF Process

Step 1



Step 2



Step 3



Step 4



Step 5

ASI Credit Card: want to make purchase of $100 or more 

Check Reimbursement: already paid, want to be reimbursed 

Pay an Invoice: vendor gave you invoice to pay

Financial Transfer: transfer funds to another student organization

can do “Pay an Invoice”

or “ASI Credit Card” for

invoices, depends on

whether vendor

accepts credit card

*invoices*



ITR Approval
(software,

subscriptions)

Step 6

ASI Credit Card: upload cart/invoice showing each item/pricing

Check Reimbursement: upload receipt (last 4, itemized, appropriate)

Pay an invoice: upload invoice

*Payee Data Form: only needed if vendor receiving payment is not

registered with CSUSM or if person receiving payment is not

CSUSM student



Step 7

ASI Credit Card: leave check recipient information blank

Check Reimbursement: person wanting to be reimbursed 

Pay an Invoice: vendor info from invoice

Financial Transfer: student org’s information



Step 8



After ERF has been submitted

ASI Credit Card: I will sign, then reach out to set an appointment

Pay an Invoice: I will sign, then vendor will get reimbursed in up to 20 business
days

Check Reimbursement: I will sign, then you will get reimbursed in up to 20
business days.

Financial Transfer: I will sign, then the funds will get transferred in up to 20
business days



Are these fine for receipts? No

ERF FAQ’s



ERF FAQ’s Continued
My receipt isn’t itemized. What

do I do ?

 You can fill out a Lack of

Itemized Receipt Form and

attach it to the ERF (found under

about -corporate documents -

forms - on ASI website)



Credit Card Appointments
Choose a time on Bookings or Calendly invite I send you (in person or

over Teams)

If booking hotels/flights, I will have you send the roster and CC auth

form if needed

Before appointment make sure:
all items in cart

account is made if needed

 you have link ready

During appointment, make sure I get a copy of the receipt

20 min
MAX



Credit Card Continued

If booking hotels, send me receipt after you check out



Credit Card FAQ’s

***be aware of monthly credit card limit (first come first serve basis)

Can you just read me the card info while I make the purchase on my

personal device? No

What do I put on the ERF if I want to use the ASI credit card? select

“ASI credit card” from the drop-down next to “method of

payment” 

Can I use the ASI credit card to pay a vendor invoice? Yes, except

for campus invoices



Announcements:

ERF deadline for semester: 

December 12th



QUESTIONS?
 M  Y  O  F  F  I  C  E  :  U  S  U   3  7  0  0

E M A I L : A C B U S T A M A N T E @ C S U S M . E D U
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