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Open CFS using the 
“CFS Production 
Login” button on 

the CFS Homepage
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mailto:https://csyou.calstate.edu/Tools/Financial/common-financial-system/Pages/people-soft-tools.aspx


Click the round 
Compass icon to 
open the NavBar
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Click the Menu button to 
open the navigation pane

3



Click the “CSU ProCard” 
folder
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Click the “Use & Inquiry” 
folder
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Click “ProCard Completed 
Inquiry”
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Enter your last name
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Click “Search”
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A list will appear of all past months in which 
you had CORP ProCard Activity. Use the 
“Invoice Date” column to find the month 

you are looking for and click the date. (You 
may need to scroll down to see more 

months)
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This screen should be familiar to you from 
the monthly ProCard Reconciliation 

process, the only difference is that here you 
cannot make changes since this is a prior 
month (changes can only be made during 
the monthly Reconciliation Period for the 

current month).

First click the printer icon

10 Then click “Process 
Monitor”
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Click “Refresh” until Run Status shows 
“Success” and Distribution Status 

shows “Posted” on the top row. This 
may take approximately 30 seconds, 
and you may need to click “Refresh” 

multiple times
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Once you see the correct 
Statuses, click “Details” on 

the top row.
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Click “View Log/Trace”
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Click the link to the PDF
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Congratulations, here is 
your ProCard Statement! 

Save this PDF to a location 
of your choosing.
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Use this saved PDF to attach 
your receipts and backup 

documents, then route it for 
signing by the Card Holder 

(you) and Approving Official. 
Finalized packets should be 

submitted to the CORP 
ProCard Reconciliation Form.
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