Procurement Card Cycle

 

Reconciliation Cycle – will remain the same
Procurement Card Cycle deadline
 
IMPORTANT NOTICE – Please review carefully
 
All Statements
         Must be submitted electronically, regardless of the number of transactions
         The statement and all receipts must appear as pages and combined into a single unlocked PDF file (do NOT use a PDF Portfolio file). 
         The single PDF is organized with the statement first, followed by the receipts in transaction date order
         For assistance in PDF file handling, contact fishelpdesk@csulb.edu 
Approvals
         Statements may be approved by email or digital signature
         Any approvals completed by email must specifically state what is being approved.
This holds true for Hospitality, Gift or Lost Receipt forms as well as the statement.
Submission to Accounts Payable
         Submit approved statements to accounts payable via ap-pcard@csulb.edu 
         All receipts/back-up documentation must be combined into one PDF file and attached to your email.
         Do not include ap-pcard@csulb.edu in your approval routing; we only want the final submission.  
         Please use the below email subject line format when sending in your approved ProCard statements.
 
Email Subject Line Format = Business Unit –Cardholder Last Name, First Name – Invoice Number
 
Examples:     LBCMP – Monson, Carol – OC052012356
                         LBFDN – Harris, Annette – PC052099999       
 
Questions
 
         Regarding the PCard PeopleSoft Application or help with PDF File handling email fishelpdesk@csulb.edu   
         Regarding backup documentation or required information email
Research Foundation – Annette.Harris@csulb.edu 
Campus ProCards and One Cards – Tammy.Connors@csulb.edu or Orly.FuentesRios@csulb.edu
