
To start, log on 
to the portal 
using either 
Internet 
Explorer or 
Safari. Does 
not work well 
with Chrome or 
FireFox. 
 

 



 
 
Select the CSU 
Procard link 
from either 
your Favorites 
or the Main 
Menu 
 

 
 CSU 

ProCard 

 Use & 
Inquiry 

 ProCard 
Adjustment 

 
If you are late 
turning in your 
statement, 
select Procard 
Completed 
Inquiry  



Enter in your 
Last Name 
 
Select Search 

 
If you had more 
than one 
charge select 
View All 
 
Be sure to 
write a detailed 
explanation of 
what you 
purchased in 
the Description 
field. 
 
Save your 
changes 

 



To Print your 
statement. 
 
1. Click on the 

picture of 
the Printer 

2. Click on the 
Process 
Monitor 
hyperlink 
 

 
Click on the 
yellow refresh 
button until 
your receive 
“Success” and 
“Posted” 

 
Once you 
receive Success 
and Posted, 
Click on the 
Details 
hyperlink 

 

Step 1 

Step 2 

 



Select View 
Log/Trace 

 



Select the PDF 
hyperlink to 
print out your 
statement. 

 
 


