How to Process the Pcard Reconciliation Report

At the beginning of each month, the Pcard Administrators will send out an email notifying all Pcard holders that it is time to reconcile their Pcards for the month.  

Reconcile PCard Report and submit the complete report via AdobeSign by the 10th of every month, or if the 10th falls on a weekend, the following business day.
· Credit card statement (i.e., bank statement) must be also attached to the Pcard Report.  The billing period is based on the date of the last bank statement (i.e., 12/26/2024).  
· Save receipts and supporting documentation (hospitality forms, email approvals to exceptions, missing receipt forms, etc.) as individual PDFs and attach to the PCard Report.  Receipts should be put in the same order as they appear on the PeopleSoft report.

This means that the signed and completed report must be received in your PCard Administrator’s AdobeSign queue by the 10th of each month.  No exception.  Refer to Exhibit A for an example.  

Please note: if the Pcard Administrator is not copied on the Adobesign submission, and the report is not received by the due date, it is considered late.  
· If a pcard report is received by Accounts Payable after the deadline, the card limits will be reduced to $1 until the first of the next month, or as determined by Procurement.
If a cardholder has excessive infractions or late reports, Procurement may decide on the appropriate action as determined by the Director of Procurement.

Below are the steps for initiating the reconciliation of the monthly Pcard report.
Step 1:
Log into PeopleSoft:
[image: ]

Step 2 - NavBar:[image: C:\Users\va4393\AppData\Local\Temp\SNAGHTML6d9807.PNG]

Step 3 – CSU Procard:
[image: ]
Step 4 – Use & Inquiry:
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[bookmark: _GoBack]Step 5 – Procard Adjustment:
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Step 6 – Type your first and or last name in the appropriate fields:
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Step 7:
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Step 8:
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Step 9:
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Step 10:
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Step 11:[image: ]
Refer to Exhibit B

	Exhibit A
	
	
	

	
	


Hello Everyone and Happy New Year!

Your credit card transactions have been loaded into PeopleSoft and you may start to reconcile your charges.   

We are only accepting reports submitted through Adobe Sign, which should be completed, signed, and received by Accounts Payable no later than  January 10, 2025.  

A late report will be subject to reduction of your spending limit.  

If your account has no bank statement dated 12/26/24 available, there will be no transactions in PeopleSoft under your name and you do not need to submit a credit card report this month.  

IMPORTANT:  Please CC your PCard Administrator when submitting your Adobe Sign report, and set a reminder for your approver(s) to sign by the deadline date.   A report will be considered late if it is signed by your approver after the deadline.  
· Last names beginning with A through K, please send to Celestina Coleman
· Last names beginning with L through Z, please send to Anna Bento.

If you have any questions, please feel free to contact us by email. 

Thank you.



Exhibit B[image: ]
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