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CARDHOLDERS RECONCILIATION RESPONSIBILITIES 

Policy 

1. The cardholder is responsible for completing the monthly reconciliation of the P-card, including the final 
reconciliation in the event of employee separation or transfer to a new department.

2. Reconciliation shall be completed as detailed in the P-card Reconciliation Handbook and the Monthly 
Reconciliation Section of the Policy. Please review the handbook for step-by-step instructions on 
completing the reconciliation statement.

3. The cardholder will review each transaction in PeopleSoft, change the default chartfield as appropriate, 
and enter the proper description for each transaction. The "disputed" box must be checked for disputed 
transactions. The "tax" box must be checked for purchases where the card holder was not charged tax.  
In the event of errors, must work with Approving Official, and Accounting Services to correct the charges 
via expenditure transfer form.

4. The reconciliation page must be saved in PDF format and signed by both the cardholder and their 
approver. If the current approver is unavailable to sign, the department Dean or VP may be an alternate 
signer, and should be sent to Accounts Payable at PcardRecon@csudh.edu

5. If the cardholder is absent or on vacation during the period in which monthly submittals are due, it is the 
cardholders responsibility to identify a backup to complete the reconciliation, if no backup is identified, 
the approving official is responsible for ensuring timely submittal of the cardholder's packet. If the 
Approving Official is absent or on vacation during the period in which the monthly submittal is due, the 
cardholder is responsible for submitting completed package (excluding Approving Official signature) to 
avoid receiving an infraction. Once the Approving Official returns to campus, cardholder shall submit 
signed reconciliation statement to the Accounting Services department.

6. The billing cycle ends every 25th day of the month. The charges should be uploaded and available to 
reconcile in PeopleSoft 3‐4 days after the billing cycle closes. Accounting Services will send an e‐mail to 
all cardholders providing the reconciliation packet due date.

Event chronology: 

1. Accounts Payable loads the P-card transaction file into PeopleSoft and notifies card holders by e‐

mail.

2. Card holders begin reconciliation entering/editing chartfields and descriptions for each charge

item.

3. At the beginning of the following month, the file is loaded into PeopleSoft Accounts Payable

module and cardholders are no longer able to access their prior month charges.

4. Cardholders have ability to review the Accounts Payable voucher created as well as the P-card

history.

mailto:PcardRecon@csudh.edu
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Navigation: CSUDH Main Menu > Navigator  

 

Action: 
 
1. Go to CSU ProCard 
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Navigation: CSUDH Main Menu > Use & Inquiry 

 
Action: 
 

1. Go to Use & Inquiry 
 

2. Go to ProCard Adjustment 
  
 

 
 
 
 

 



October 2022 5 

 

 

 

 

 

Navigation: CSUDH Main Menu > Use & Inquiry > ProCard Adjustment 

 
1. Type in user first and last name or click on search 

 

 

 
Note: 
 

• Business Unit: defaults to DHCMP 

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

Action: 

• Last Name: Enter the cardholder’s last name. 

• First Name: Enter the cardholder’s first name. 
  

1. Select   . 
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Charges to the card are available to reconcile. The cardholder is required to add descriptions and edit 

chartfields. 

 

 
 

Note: 

• Business Unit: Defaults to DHCMP 

• Invoice: System generated and used to cross reference AP voucher, note it 

• Invoice Date: Billing statement date 

• Total: Total amount charged to the card this billing cycle 

• Vendor name: Vendor that the card was charged to 

• Transaction date: Date of charge 

• Merchandise amount: Amount of the charge 

Action: 

Description: A required field describing what was purchased. This field is for informational and audit 

purposes and will only appear in the ProCard Use & Inquiry Section. The description provided must offer a 

business justification for the purchase if it is not immediately clear. Attach a sheet with a typed explanation 

to the reconciliation packet if necessary. For travel charges, the description must include the TI number 

issued by Accounting upon receipt of a travel pre‐approval form. 

 
T = Tax: Select if this charge is for a taxable good, and Sales Tax was NOT included on the receipt/invoice, or 

was incorrect. Services are usually not taxable. Please check out‐of‐state charges carefully, as most out‐of‐
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state vendors do not collect tax. 

 
Disputed: Select if you are disputing this charge. This is for informational purposes only. The disputed 

charge will remain on your account until resolution is reached with the merchant and the bank. Once 

resolution is reached, a credit may be applied. 

 
Distribution: The ChartString for this credit card purchase defaults from the setup of the ProCard 

Account holder. The user will be able to adjust these ChartStrings. 

 
 

To see the next transaction, select the        button. To see all charges for the billing cycle, select View All. 
 

 
To split the distribution on a transaction, select the          button on the distribution line to insert a new 
row. Add the chartfields for the new distribution row. You may enter additional rows as needed. 
 

 

 
 
When you are finished, select Save. The system will automatically check to ensure that: 

• The total Distribution Amt equals the Merchandise Amt 

• Valid chart field combinations have been entered 
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Printing Procurement Card Statements 
 

The transaction detail report is printed once reconciliation of charges has been completed. Both the 
cardholder and approving official must sign the report. Attach all backup documentation in the same order 
as it appears on the transaction detail report and submit to the Accounts Payable department by the due 
date provided. 
 

 Select the printer icon to make a hardcopy of your transaction detail report. 
 

Then select the Process Monitor link to retrieve the Report 
 
 

 
 
 
 

Once the Distribution Status indicates “Posted,” select the Details link. 
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Select the View Log/Trace link. 
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Select the PDF link to access your monthly report. 
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SAMPLE Procurement Card Statement 
 

 
 

 
Signatures are REQUIRED from Cardholder and Approving Official. 

 
NOTE: 
 

1) The Procurement Card statement should be printed in landscape orientation 

2) Receipts/invoices should be attached in the same order as they appear on the statement 

3) Reconciliation page must be saved in PDF format and signed by both the cardholder and their approver. If the 
current approver is unavailable to sign, the department Dean or VP may be an alternate signer and should be 
sent to Accounts Payable at PcardRecon@csudh.edu. Review policy for more information.

mailto:PcardRecon@csudh.edu
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Review Procurement Card History 
 

Once the procurement card billing statement has been loaded into the Accounts Payable system, the 
cardholder will no longer be able to update their expense distribution for that month. To view historical 
information, use the Procurement Card Completed inquiry pages: 

 
Navigation: CSUDH Custom Objects > ProCard > Use & Inquiry > ProCard Completed Inquiry Page  
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