Prior Month
ProCard Statement
Guide

Step-by-step guide to accessing your ProCard
Statement from past months
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New Window

Help
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 l

¥ Search Criteria

Business Unit [ = v| |SMURS

Origin | begins with v | |

Enter your last name

Invoice Date | = Vl |

Last Name | begins with V| |Hovis

First Name | hegins with V| | |

Invoice Number | hegins with v| | |

[J Case Sensitive

p =l -
m Basic Search " Save Search Criteria

Click “Search”
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¥ Search Criteria

Business Unit | = V|

|SMURS

Origin | begins with v | |

o| |0

Invoice Date | =

v||

Last Name | begins with V| |Hovis

First Name | hegins with V| |

Invoice Number | begins with v| |

[J Case Sensitive

p =l -
m Basic Search " Save Search Criteria

Search Results

View All

Business Unit Origin Invoice Date Last Name First Name

SMURS

SMURS

SMURS

SMURS

SMURS

SMURS

SMURS

SMURS

SMURS

SMURS

UR3

URS

UR3

URS

URS

UR3

URS

UR3

URS

URS

03/26/2020
08/26/2020
09/28/2020
10/27/2020
12/29/2020
02/28/2022
06/28/2022
092712022
10/26/2022

11/28/2022

HOVIS

HOVIS

HOVIS

HOVIS

HOVIS

HOVIS

HOVIS

HOVIS

HOVIS

HOVIS

ERENDA

BRENDA

BRENDA

BRENDA

BRENDA

BRENDA

BRENDA

BRENDA

BRENDA

BRENDA

PC03200033

PC08200026

PC09200029

PC10200021

PC12200028

PC02220027

PC06220029

PC09220025

PC10220028

PC11220026

-150f15 w

Invoice Number Cardmember Number

150007527301
150007527301
150007527301
150007527301
150007527301
150007527301
150007527301
150007527301
150007527301

150007527301

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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ProCard Completed Inquiry

New Window Help Personalize Page
[ ProCard Completed Inquiry Page

Business Unit: SMURS ProCard Origin: URS Name: HOVIS, ERENDA #150007527301
e il
Invoice:  PC02230030 Invoice Date:  02/282023  Total:  75.00 &  Process Monitor

Then click “"Process

: : _ _ Monitor”
First click the printer icon

Transactic 1of1 w View All

Supplier Name: SDsy State: CA
Transaction Date: 0212372023 Merchandise Amount: 75.00
Description: SDSU 7th Annual Meeting of the Minds Idea Exchange. March 3, 2023

Reference #:

Equipment Tax Registration Printing/Promo Computer /Th iS Scree n S h O u | d be fa m i | ia r to yo u fro m\

Service Hospitality Other Disputed Travel

o the monthly ProCard Reconciliation

[®][a] ort v vewss process, the only difference is that here you
GL Business Unit  Account Fund DeptlD Program Class Project Distrib. Amt. Ca n n O‘t m a ke C h a n g es Si n Ce t h iS iS a p ri O r
1 SMURS 606001 92001 1330 33023 81500 75.00

month (changes can only be made during
Return to Search || Previous in List || Next in List the monthly ReconCiliation PeriOd forthe

k current month). /
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 Print Requisition Process Monitor

| New Window | Help | Personalize Page

[ Process List H Server List ‘

View Process Request For

12

User ID |as100253?54 0.| Type | v| | Last v| | 1| | Days v
Sorver | v Name | Q| instance From | | instance To | | Click “Refresh” until Run Status shows
Runstats [ v| Distibutonstatus [ ¥] g0 0n Refresh Report Manager “Success” and Distribution Status
shows “Posted” on the top row. This
I%T%”“ o e may take approximately 30 seconds,
1 brocess — and you may need to click “Refresh”
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details Actions . .
multiple times
25332397 SQR Report PORQO10 68100263754  04/20/2023 5:02:53PM PDT Posted Details ¥ Actions
25331930 Application Engine FS_BP 66100263754 04/20/2023 4:26:51PM PDT Success Posted i ¥ Actions

Go back to Requisition Print

Process List | Server List

Once you see the correct
Statuses, click “Details” on
the top row.
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{ Process List Process Monitor

New Window | Help | Personalize Page

Process Detail

Process
Instance 25332397 Type SQR Report
Name PORQ010 Description  Requisition Print SQR
Run Status Success Distribution Status Posted
Run Update Process
Run Control D PRINT Hold Request
Location Server Queue Request
Cancel Request
Server  PSUNX2 Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On  04/20/2023 5:10:37PM PDT Parameters Transfer

Message Log

Run Anytime After 04/20/2023 5:02:53PM PDT
Batch Timings

Began Process At 04/20/2023 5:11:09PM PDT
Ended Process At 04/20/2023 5:11:23PM PDT

View Log/Trace

Click “View Log/Trace”
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{ Process List Process Monitor
New Window | Help | Personalize Page
View Log/Trace
Report
ReportID 15517631 Process Instance 25332397 Message Log
Name PORQO10 Process Type SQR Report

Run Status Success

Requisition Print SQR

Distribution Details

Distribution Node FCFSPRD Expiration Date | 06/04/2023
File List
Name File Size (bytes) Datetime Created

SQR_PORQ010_25332397 log 1,670 04/20/2023 5:11:23.004026PM PDT

porq010_25332397 PDF 5,089 04/20/2023 5:11:23.004026PM PDT

porq010_25332397.out 04/20/2023 5:11:23.004026PM PDT,

Distribute To

Distribution ID Type *Distribution ID

User 68100263754

Click the link to the PDF
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CSUSM Corporation
US Bank SMURS

Invoice Number: PCO2230030
Invoice Date:  February 28, 2023
Total Amount: § T5.00

Business Unit: SMURS
Aceount Name: BRENDA HOVIS Tol/T50-4T06 #130007527301
Origin: URS

Tran Dt Supplier 5t Lime Amt  Description Reference Pur Cat Upd By Upd Dt Disp  Recon
Distrib Ln# BL/GL Acct Fund Dept Prgm ! Proj Amount

Tth Annual Meeting of the BR150007527 030623

ds Idea Exchange. March 3,

1 022323 SDsSU ! 75.00 sDs

2023
I SMURS G060 2001 1330 33023 R1500
Total Distribution

Congratulations, here is Parchae oo

- Equipment
- Tax

your ProCard Statement! . negmion

- Hospitality

Save this PDF to a location A

Q I have reviewed the card statement and have approved the transactions. | 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
O yo u r C O O S I n g . purposes. All goods or services have been received and payment is authorized. The card issuer has been notified of all disputed items. (A copy of the cardholders statement of disputed items is attached.)

Signature of Card Holder, BRENDA HOVIS Signature of Approving Official, Janine Prior

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

Report Date: 08/17/23
Report Time: 14:26:26

from snother source nor claimed

Program Name: CSUPDOOE  The signwtures shove certify that none of the sh, fiesns sre or will e clai
Page 1 for tax deduction. US Bank CSUSM Corporation ProCard



mailto:https://calstatesanmarcos.wufoo.com/forms/zfmd9a08upecy/
mailto:https://calstatesanmarcos.wufoo.com/forms/zfmd9a08upecy/

	Prior Month ProCard Statement Guide
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14

