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CREDIT CARD SERVICE REQUEST
Logging into Concur

Note: The screen captures included in this document may look slightly different on-screen due to user interface
changes made by campus.

1. Navigation: Go to CSUSB.edu and click on myCoyote in the upper right-hand corner of the main CSUSB
website.

€ C A % csusbedu Q % g % B &

/28 CSUSB  wz orive e Zdite Apply Visit Requestinfo | myCoyote| PDC Gve =~ Q —

2. Sign in using your Single Sign On.

/aat\ CSUSB
'WE DEFINE THE @e

CoyotelD (e g 001234567)

Password

Signin =

Forgot Password? Account Management

Activate Account IT Support

3. Click on the Administrative Systems tile.

o Employment v TechTocks v Adminisialve Systems v Academics v Advising Tools v Demas v

¥ You have successfully signed in to myCayote as

ﬁ myCoyote

CONNECTIO

wE DEFINE THE Jadite

o Faculty and Staff Email

'{vv“'ﬁfwwm"" Coyote OneCard Portal Have Questions? Ask Cody!
. Accos your GraCard Rortl o viow Pusk Cady Ty autire

My Academies Administrative Systems

HOOE
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4. Click on the Travel and Universal Card tile. You will be signed into Concur.

Employment v e Advising Tools v Demos v

CS Worklist

PeopleSaft CS
L 0 PeopleSoft apy

PeopleSoft Campus Solutions

Common Financial System Common Financial Systom Data Warehouse

The financial data management system for the CSU Run 1eparts on finance informati

Event Management System
EMS: Reques
Request a

csyYou
The CSU systemwide employee portal

Rloom, Request Fumiture/Equipment,

WebAdMIT

WebTMA
Facilities Mananemeant Wk Doniect Swstam

5. Once you have logged into Concur, you will be on the main landing page.

= EI” Concur

@
Yn>
o>
Create Request

-
@ Start an
[}

5 = You haven't signed up to recelve e-receipts. Sign up here

i The California
e

State University

Company Notes
+ 8 = 8
— Concur Travel Booking is for BUSINESS pur
*Don't book travel until your request is **Book gh Coneur to get our CSU cc

approved™
CSU Resources [n—
Fiight Search o] BE50 B B B0 (BT

(@Rt )] omwe e Welcome to Concur Travel, the corporate online travel tool for California State University.
from* @
> Read More
To'Q
Arval
Available Expenses Expense Reports + Requests +
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Creating a Credit Card Service Request

Before completing a credit card service request, review and ensure you understand the Universal Card
Handbook. For questions or additional guidance, reach out to UniversalCard@csusb.edu.

Note: The screen captures included in this document may look slightly different on-screen due to user interface
changes made by Concur.

Request Header

1. Fromthe Home page, click Create Request.

= Econcur o ® A

Create Request Create Expense Repart

Start an approval request for travel Begin an expense repart
s business related exp

iﬁf-ﬂ'@

Concur Travel Booking is for BUSINESS purposes only.

e e e **Book flights through Concur to get our CSU contracted pricing!
approved-

— == =

(__Fownatre ) Onevey R Welcome to Concur Travel, the corporate online travel tool for California State University.

Fror
Read More

2. Inthe Create New Request window, click the drop-down in the Request Type field and select Credit Card
Service Request.

= Econcur Q ® A&
- 3
® Create New Request
| 5 Required field *
Request Type * Request/Trip Name * @ Trip Type *
>
a Employee Request - Travel v v
(=3 Credit Card Service Request Travel End Date *
MM/DD/YY (=]
@ Employee Request - Travel
i3 Employee Request - Travel (Local/Mileage)
Trip Purpose * If Faculty, is class covered?
Hospitality Justification Form
Non-Employee Request
Pl T Departure City * Destination City/State * @
Final Destination Country *
v
Business Unit * 2 Fund* 3 Department * 4
(SBCMP) CSU San Bemardino v X (SBO01) TF485-CAMPUS OPERATING FUND v X (DS0820) FAS - Procurement & Contracts v ox
Project 5 Program H Class 2
~ ~ ~
.
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3. The Request Header fields for the Credit Card Service Request display. Complete the Request Header
details. All fields identified with an asterisk (*) are required.

a. Request Layout

= EI7 Concur
™ Create New Request

Required field *

Credit Card Service Reque:

(SBCMP) CSU San Bernardino

(SBOO1) TF485-CAMPUS OPERATING FUND v X (D0B20) FAS - Procurement & Contracts v X

0/s00

b. Review and complete all required fields (*) and any optional fields, as desired.

Field Name

Description

Request Type *

Automatically populates from the previous step when Credit Card
Service Request is selected.

Request Name*

Enter a meaningful request name that clearly indicates the type of
request being submitted. Use the required naming conventions (e.g.,
New Universal Card, Limit Change, Suspend/Reinstate, etc.).

Today's Date*

Select the Current Date.

Type of Card*

Select the option Universal Card.

Business Unit*

The Business Unit is automatically populated from the CHRS database
based on the employee’s primary business unit and cannot be
modified.

Fund* The Fund field is automatically populated from CHRS based on the
employee’s primary record.

Department* The Department field is automatically populated from CHRS based on
the employee’s primary record.

Comment Provide a brief business justification for the request. This comment is

for DOA review only, not for processing.
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4. After completing all relevant fields, select Create Request.

Use a clear request name that matches the
request type and follows naming standards,
Request Name * such as:

= New Universal Card, Credit Limit Change,
[ creat card service Request Enter type of req / Suspend/Reinstate, Cancel Card, Name
Change, or Replacement/Worn Card

Request Type *

Today's Date *

mwoorvvyy  Enter Date of Request

Type of Card *

Universal Card

Fund *

3 Department *
[ — v X

4
S i - v X
Confirm the default Fund auto-populates correctly. Confirm the default Department auto-populates os00

Provide a brief business justification for the request. This comment is for DOA review only, not for processing.
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Adding Card Service to Request —01. New Card
Although the card service is not an expected expense, there is no ability in Concur to modify the name from
Expected Expenses. The functionality of adding services is similar to other request forms.

1. The Expected Expenses screen displays. Click + Add (Only one card service Expected Expenses type should be added to
submit the Request).

= EI”concur a e a
@ Home / Requests / Manage Requests / New Universal Card
“ New Universal Card NI oo et Dot e
[+ 13 Not Submitted | Request ID: MM4D | 04/01/2026
=8 Request Detalls v Attachments v
® EXPECTED EXPENSES
it

',

E
\
No Expected Expenses

Add expected expenses and/or travel plans to this request to
submit for approval.

2. Select 01. New Card for your request.

Add expected expenses and/or travel plans X

[earcn b expense e, category. descriion | Q1] —— ek

“ CSU Card Services Request

| 01. New Card '

02. Credit Limit Change

03. Purchase Exception
04, Suspend/Reinstate
05. Cancel Card

06. Name Change

07. Replacement/Worn Card (Retain same Card #)
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3. The New Expense form for the selected service displays (e.g., New Card).

Note: The form fields will differ based on the card service selected.
Quick Tips (provided in blue) display important information related to the details being requested.

a.

Request Layout

= ETConcur

@

2 New Expense: 01. New Card

=] © Ouick Tips Show Less
Per CS

[} Declining

(]

8 o

b. Review and complete all required fields (*) and any optional fields, as desired.

Field Name

Description

Requested Date*

Enter the date the request is being submitted.

Requested Single Transaction
Limit*

By default, all cardholders will begin at tier one
(51,500 single transaction limit).

Requested Monthly Limit*

By default, all cardholders will begin at tier one
(53,000 monthly limit).

Employee First Name*

Automatically populated from CHRS system
records. Verify accuracy; if incorrect, the
employee must contact Human Resources (HR) to
update their official employee record.

Employee Middle Name/Initial

Enter if applicable, and if you would like the
information to be reflected on your physical card.

Employee Last Name*

Automatically populated from CHRS system
records. Verify accuracy; if incorrect, the
employee must contact Human Resources (HR) to
update their official employee record.

Campus Phone Number*

Provide the employees’ primary campus contact
number. Enter dash character format ###-###-
HiHH,

Card Training Completed

Confirm completion of all required Universal Card
training prior to submission.

Provide Justification for New Card*

Provide a clear and concise business justification,
including the types of purchases to be made and
how the card supports the employee’s job
responsibilities.
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4. Click Save and then the Expected Expenses screen displays.

Note: Once saved, alerts may display if information is missing for the expense.

= E7concur
@ Home / Requests / Manage Requests / New Universal Card + New Expense: 01. New Card
Ea

New Expense: 01. New Card
@ @ Quick Tips Show Less

Per CSU Payment Card Policy additional approvals will be required for limits of $10,000 or more
8 Dedlining Balance Cards will be determined based on business justification
@ (b Allocate
2
= Required field *
Requested Date * Type of Card
04/01/2026 (=] Universal Card

@ Cancel

Requested Single Transaction Limit *

$1,500

Requested Monthly Limit *

$3,000

Employee First Name * Employee Middle Name/initial

Auto populates from CHRS

Employee Last Name *

Auto populates from CHRS

Campus Phone Number *

Cardholder's primary campus contact number (###-###-####) Card Training Completed

Provide Justification for New Card *

Mobile Phone Number

158/2000

Provide a clear and concise business justification, including the types of purchases to be made and how the card supports

the employee’s job responsibilities.

conee

5. The Expected Expenses screen displays, allowing users to add the required Attachments for the new card

request.

Note: All new card requests require the applicant to complete the CSU Chancellor’s Office Payment Card
Program training and the campus’ Universal Card training prior to card issuance.

a. Select Attachments from the Expected Expenses screen, to display the menu options.

= EI¥concur
] Home / Requests | Manage Requests / New Universal Car
‘s

New Universal Card
i Not Submitted | Request ID: MM4D | 04/01/2026
. Raquest Detais
@ EXPECTED EXPENSES

Comment[T Expense typelT

5] 01 New Card
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b. Select Attach Documents from the menu options.

= E7 Concur Q o &
] Home / Requests | Manage Requests | New Universal Card

[+ New Universal Card ) comsrecuest | et st
[+ 3 Not Submitted | Request ID: MM4D | 04/01/2026

= Roquest Details v Attachments v

@ EXPECTEDJ“‘“"“""""‘” |@nea

i

[] commentt Expense typelt Dataits T Datel®  Amountlf Requestedlt

D =] 01. New Card

c. The Document Upload and Attach window launches.

Document Upload and Attach

Valid file types for uplaad are png, Jpg, peg, .pdf, .if or . SMB imit per file.

d. Select Upload and Attach.

Document Upload and Attach

Vald file types for upload are png, Jpg. jpeg, .odl, A o . SMB imit per file.

‘Upludmdm‘
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e. Once you select Upload and Attach it will open your desktop file browser. Navigate to the location of
your supporting documents, select the required file(s), and then click Open to attach them to your
request.

Note: Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff. SMB limit per file.

@ Open
« > ~ 1 > Documents

Organize v New folder

) Gallery

| Documents »|

Document Uplos

> @ OneDrive - California State Univers

File name:

f. A message displays at the bottom of the page: Your attachment has been added.

= EI” concur o ® &
@ [Bomal! Requests / Manage Requests | New Universal Card

“* New Universal Card

| Copy Request | Delete Request

(s 8 Not Submitted | Request ID: MM4D | 04/01/2026
e Request Details ¥ Attachments (@ ~
e EXPECTED EXPENSES (@ aaa|
i
[ commentll Expense typel? Detaits T Datel®  Amountl] Requested l

O 5] 01. New Card 04012026
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g. Once documents are uploaded, a small red icon appears in the Attachments menu to indicate that the
request contains attachments.

New Universal Card Copy Request | Delate Request

Not Submitted | Request ID: MM4D | 04/01/2026

® -

Request Details ~ | Atta

EXPECTED § Vi Documents © Add

Attach Documents
|  comn 4t Details JT Datel¥ Amount)T Requested[T

Delete Documents |

04/01/2026

The menu then displays three options (View Documents, Attach Documents, and Delete Documents)
allowing users to review, update, or remove previously uploaded files.

Note: The documents cannot be removed once the request has been submitted or approved; however,
additional documents may be uploaded at any time.

6. After completing the fields and attachments, click Submit Request.

= EI7 concur n ® A
@ Home  Requests { Manage Requests | New Universal Card
o -
[+ New Universal Card mwuvw Delate Request
> Not Submitted | Request ID: MM4D | 04/01/2026
=N Roquost Details. v Attachments @ v
L EXPECTED EXPENSES ® Add
HH
CommentlT  Expense typell Details [T Datel AmountlT Requested [T

= 01. New Card 04/01/2026

7. Inthe Card Services Request User Agreement window, review the details and click Accept & Continue.

= I concur o ® &
@ Home / Requests / Manage Requests / New Universal Card
(7

|* New Universal card oy s e s
o Not Submitted | Request ID: MM4D | 04/01/2026
=8 Request Details v Attachments @ v

Card Services Request User Agreement

® EXPECTED EXPENSES | ® Add

By clicking ‘Accept & Continue’, | certify that:

is
E
-1 have reviewed and understand the CSU Payment Card Policy. =
xpense type. ate [ Amount
(]  Commentlf Expansetypelf -1 further and that usage of a University Card or violation of any Peist A R
applicable CSU policy or procedure may result in the revocation or suspension of the University Card,
] 5] 01. New Card - | acknowledge that | will review all card charges submitted in expense reports to determine that they are 04/01/2026

reasonable, appropriate and consistent with applicable policies and procedures.

CSU Payment Card Policy: hitps:/icalstate. policystat.com/policy/19766773/latest/
i ‘
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8. The new Request is displayed under Manage Requests.

ETY concur

@ Home / Requests / Manage Requests

|+  Manage Requests

=2
Requests View: ActiveRequests v

New Universal Card
04/01/2026 | MM4D

Pending Direct Supervisor Approval
Cody the Coyote

9. The approval workflow for a credit card service request depends on the type of service requested; for New
Card Requests, the direct supervisor approval is required.
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Adding Card Service to Request — 02. Credit Limit Change
Although the card service is not an expected expense, there is no ability in Concur to modify the name from
Expected Expenses. The functionality to add services is similar to other request forms.

1. The Expected Expenses screen displays. Click + Add (Only one card service Expected Expenses type should be added to
submit the Request).

= EIconcur Q ® &
@ Home | Requests / Manage Requests / Limit Change
[* Limit Change [ e |
o> Not Submitted | Request ID: MNGF | 04/01/2026
&> Request Details v Attachments
@ EXPECTED EXPENSES
"
i
No Expected Expenses
2. Select 02. Credit Limit Change for your request.
= EI¥ Concur o ® &
Add expected expenses andlor travel plans x |
@ Home / Requests / Managa Requests / Limit Change
" Q Collapse Al Sect =)=
» )
[* Limit Change [ e [
(il Not Submitted | Request ID: MNGF | 04/01/2026 7 CSUCard Services Request
01. New Card
[ 53 ‘Request Details v Attachments
(] EXPECTED EXPENSES 03. Purchase Exception @ hdd
i 04, SuspendRinstate
05. Cancel Card
06. Name Change
07. Replacement/Worn Card (Retain same Card #)

3. The New Expense form for the selected service displays (e.g., Credit Limit Change).

Note: The form fields will differ based on the card service selected.
Quick Tips (provided in blue) display important information related to the details being requested.

a. Request Layout

New Expense: 02. Credit Limit Change 2 -
© Quick Tips Show Less
Per CSU Payment Card Policy additional approvais will be required for limits of $10,000 or more

Dectining Balance Cards will be determined based on business justification

@ Allocate
Required field *
04/01/2026 8 v =
ts of Card * Re L
/2000
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b. Review and complete all required fields (*) and any optional fields, as desired.

Field Name

Description

Effective Date*

Enter the start date of the requested increase or
decrease.

Increase/Decrease Type*

Select whether the request is temporary or
permanent, and an increase or decrease.

End Date (if applicable)

For temporary changes, provide the end date of the
request.

Last 4 Digits of Card*

Enter the last four digits of the Universal Card account
number.

Requested Single Transaction
Limit

Indicate the single transaction limit requested.

Requested Monthly Limit*

Indicate the monthly limit requested.

Provide Justification for Limit
Change*

Provide a clear and detailed business reason

supporting the request.

Note: Permanent limit increases must align with the Tiers outlined in the Universal Card Handbook:

e Tier 2: $5,000 credit limit and $2,500 single transaction limit
e Tier 3: $10,000 credit limit and $3,500 single transaction limit.

If only a single transaction limit increase is being requested, enter “current monthly limit” in the Monthly
Limit field to indicate that no additional monthly credit is required.

Home / Requests / Manage Requests / Limit Change / New Expense: 02. Credit Limit Change

New Expense: 02. Credit Limit Change

@ Quick Tips Show Less
Per CSU Payment Card Policy additional approvals will be required for limits of $10,000 or more:
Declining Balance Cards will be determined based on business justification

(¥ Allocate

Select Type of Increase/Decrease

Required field *
Effective Date * Increase/Decrease Type * End Date
04/01/2026 =] Search by Text iQ MM/DDAYYYY
Last 4 Digits of Card * Requested Monthly Limit *

Permanent Decrease

Permanent Increase

Provide Justification for Limit Change * Temporary Increase
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4. Click Save. The Expected Expenses screen displays.

Note: Alerts may display if information is missing for the expense. See the Alert Types section below for

details.
= E7 concur o o A&
® Home | Requests | Manage Requests / Limit Change / New Expense: 02. Credit Limit Change
= New Expense: 02. Credit Limit Change cance |
o> ‘ © Quick Tips Show Less
[Per CSU Payment Card Policy additional approvais will be required for limits of $10,000 of more
&> D
@ @ Allocate
i Required field *
Effective Date * Increase/Decrease Type ™ End Date
| lumooivy  Enter Start Date of Request ‘ EI] Select from drop down opti v muoDvYyY Enter End Date of Request, if applicabl =]
Last 4 Digits of Card * Requested Single Transaction Limit Requested Monthly Limit *
Last four of Universal Card Account Number Enter dollar amount requested Enter dollar amount requested
Provide Justification for Limit Change o 0/2000
Provide a clear and detailed business reason supporting the request.
(&3]
5. After completing the fields, click Submit Request.
= Econcur o ® a
@ Home | Requests / Manage Requests / Limit Change
|-w O Alerts: 1 -
o>
Limit Change
s Not Submitted | Request ID: MNGF | 04/01/2026
L4 Request Detalls ¥ Attachments v
# EXPECTED EXPENSES @ Add |
[ ] At Commentll Expensetypell Details |T Datel® Amount]T  Requested [T
O A [S] 02. Credit Limit Change. 04/01/2026

6. Inthe Card Services Request User Agreement window, review the details and click Accept & Continue.

Card Services Request User Agreement
By clicking ‘Accept & Continue’, | certify that:

- I have reviewed and understand the CSU Payment Card Policy.

- | further and that usage of a University Card or violation of any
applicable CSU policy or procedure may result in the -ation or of the ly Card.

- | acknowledge that | will review all card charges submitted in expense reports to determine that they are
reasonable, appropriate and consistent with applicable policies and procedures.

CSU Payment Card Policy: policystat. 73Natest/
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7. The new Request is displayed under Manage Requests.

= [ET7 Concur
@ Home / Requests / Manage Requests
|+>  Manage Requests
=34

Requests View: Active Requests

Limit Change
04/01/2026 | MNGF

Pending Direct Supervisor Approval
Cody the Coyote

The approval workflow for a credit card service request depends on the type of service requested; requests for
monthly limits above the CSU Payment Card Policy threshold require DOA or budget owner approval.

9. To review the approval flow, see the Request Timeline section below for instructions.
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Adding Card Service to Request — 03. Purchase Exception (DO NOT USE)
The Purchase Exception option (Option 03) is not used for Universal Card requests. DO NOT SELECT THIS
OPTION. Please choose the appropriate request type from the available options to ensure proper processing.
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Adding Card Service to Request — 04. Suspend/Reinstate
Although the card service is not an expected expense, there is no ability in Concur to modify the name from
Expected Expenses. The functionality to add services is similar to other request forms.

1. The Expected Expenses screen displays. Click + Add (Only one card service Expected Expenses type should be added to submit
the Request).

= EI”concur o ® &
@ Home / Requests / Manage Requests / Suspend

L7
[** suspend s e |
o Not Submitted | Request ID: MNLR | 04/01/2026

> Request Details v Attachments v

@ EXPECTED EXPENSES

No Expected Expenses

Add expected expenses and/or travel plans to this request t

2. Select 04. Suspend/Reinstate for your request.

= ET¥ Concur o ® a
Add expected expenses andlor travel plans %
@ Home | Requests / Manage Requests / Suspend
“ Search by expense type, category, description Ql Collapse All Sections | = | =
’ Suspend - — Copy Request | Delete Request
o Not Submitted | Request ID: MNLR | 04/01/2026 CSU Card Services Request
01 New Card
a2 Request Detalls v Attachments v
02. Credit Limit Change
® EXPECTED EXPENSES 03. Purchase Exception ® Add
i 04. SuspendiReinstate

05. Cancel Card
06. Name Change

07. Replacement/Worn Card (Retain same Card )

3. The New Expense form for the selected service displays (e.g., Suspend/Reinstate).
Note: The form fields will differ based on the card service selected.

a. Request Layout

= EY”concur 0 ® A&

@ Home / Requests / Manage Requests / Suspend / New Expense: 04, Suspend/Reinstate

o "

New Expense: 04. Suspend/Reinstate 8 -

a> (B Allocate

& Required field *

[:) Effective Date * t 4 Diglts of Card *

i 04/01/2026 8 V,
0/2000
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b. Review and complete all required fields (*) and any optional fields, as desired.

Field Name Description

Effective Date* Enter the start date of the request.

Last 4 Digits of Card* Enter the last four digits of the Universal Card account number.
Suspend or Specify whether the request is suspend or reinstate.
Reinstate?*

Reason for Suspension Select the appropriate reason from the list below:

or Reinstatement* e Lost/Stolen: Use this option to report your lost or

stolen Universal Card to the Universal Card Team.
IMPORTANT: Please call US Bank immediately to
report your lost or stolen credit card at 1-800-344-
5696.

¢ Non-Compliance: DO NOT SELECT THIS OPTION.

e Other (comment required): Please complete the
comment section to explain in detail.

e Return to employment: Use this option to return a
card to active use.

e Temporary absence: Use this option to temporarily
suspend an active card while the cardholder is on
extended leave or vacation.

Additional Information Include any supporting details or context.

Note: Reinstate allows a card to be reactivated following a temporary suspension, while Suspend allows a
card to be temporarily deactivated and should be used when the cardholder will be on an extended leave or
vacation.

4. Click Save. The Expected Expenses screen displays.

Note: Alerts may display if information is missing for the expense. See the Alert Types section below for

details.

= & concur 2 o @
® Home  Requests ! Manage Requess/ Suspend / New Exp

| e New Expense: 04. Suspend/Reinstate 2 -

(& Allocate

Required field *
Last 4 Dig f Card *

worzzs Select from drop down options & ~

Q

/2000
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= 7 concur

@ Home | Requests / Manage Requests / Suspend / New Expense: 04. Suspend/Reinstate
e

“*  New Expense: 04. Suspend/Reinstate

o> (B Allocate
= Required field ™ Select from drop down options
@ Effective Date * Last 4 Digits of Card * Suspend or Reinstate? *
i oapuz0z6 =] Last four of Universal Card Account Number | search by Text ‘a
i
Reason for Suspension or Reinstatement *
N Reinstate
Select from drop down options v
Suspend

Additional Information

Include any supporting details or context

B

5. After completing the fields, click Submit Request.

= EI7 Concur Q@ &
@ Home / Requests / Manage Requests / Suspend
[ suspand =
[l Not Submitted | Request ID: MNLR | 04101/2026
> Request Details v Attachments v
® EXPECTED EXPENSES ©ada|
H
[]  Expensetypelt Details [T Date)s  Amount|f Requested|f
0410172026

[[] o4 SuspendReinstate

6. Inthe Card Services Request User Agreement window, review the details and click Accept & Continue.

Card Services Request User Agreement

By clicking ‘Accept & Continue’, | certity that:

- I have reviewed and understand the CSU Payment Card Policy.

-1 further and that usage of a University Card or violation of any
applicable CSU policy or procedure may result in the revocation or suspension of the University Card.

- | acknowledge that | will review all card charges submitted in expense reports to determine that they are

reasonable, appropriate and consistent with applicable policies and procedures.

CSU Payment Card Policy:

20| Page



7. The new Request is displayed under Manage Requests.

= X7 concur
@ Home / Requests / Manage Requests

|+  Manage Requests
8>

Requests View: ActiveRequests v

Suspend
04/01/2026 | MNLR

Pending Direct Supervisor Approval
Cody the Coyote

8. The approval workflow for a credit card service request depends on the type of service requested; this
request is routed directly to the Card Administrator.

9. Toreview the approval flow, see the Request Timeline section below for instructions.
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Adding Card Service to Request — 05. Cancel Card
Although the card service is not an expected expense, there is no ability in Concur to modify the name from
Expected Expenses. The functionality to add services is similar to other request forms.

1. The Expected Expenses screen displays. Click + Add (Only one card service Expected Expenses type should be added to
submit the Request).

= EI Concur o o
@ Home / Requests / Manage Requests | Cancel Card

%

i Cancel Card m Copy Request | Delete Request
o> Not Submitted | Request ID: MNP7 | 04/01/2026

=8 Request Details v Attachments v

® EXPECTED EXPENSES

No Expected Expenses

ses and/or travel plans to this request to

2. Select 05. Cancel Card for your request.

= EI7concur o ®
Add expected expenses andlor travel plans x |
6] Home / Requests / Manage Requests / Cancel Card
. [search by expense type, category, description QI Collapse All Sections ==
- Cancel Card ‘— Copy Request  Delete Request
o Not Submitted | Request ID: MNP7 | 04/01/2026 CSU Card Services Request
01 New Card
=1 Request Details ~  Attachments
02. Credit Limit Change
@ EXPECTED EXPENSES 03. Purchase Exception ® add
8 04, Suspend/Reinstate

05. Cancel Card

06. Name Change

07. Replacement/Won Card (Retain same Card #)

3. The New Expense form for the selected service displays (e.g., Cancel Card).

Note: The form fields will differ based on the card service selected. This request cancels your card account
permanently. Please return your card to the Procurement Office (SH-125).

a. Request Layout

= EI” Concur a o
@ Home / Requests /| Manage Requests / Cancel Card / New Expense
o>
| New Expense: 05. Cancel Card 8
o @5 Allocate
i Required field *
) Effective Date * Last 4 Dights of Card * Reason for Cancellation *
. 04/01/2026 8 =
Comment 012000

a —

22| Page



b. Review and complete all required fields (*) and any optional fields, as desired.

Field Name

Description

Effective Date*

Enter the start date of the request.

Last 4 Digits of Card*

Enter the last four digits of the Universal Card account number.

Reason for
Cancellation*

Select the appropriate reason from the list below:

¢ Department Change

¢ Employee Separation

e Lost/Stolen/Compromised — DO NOT SELECT THIS OPTION
* No Longer Needed

¢ Non-Compliance — DO NOT SELECT THIS OPTION

¢ Other (Comment Required)

>

Cancel Card

> Not Submitted | Request ID: MNP7 | 04/01/2026
=8 Request Details ~  Attachments ~
@ EXPECTED EXPENSES
8
(B Expense type [T

| 05. Cancel Card
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Comment Provide additional details if “Other” is selected.
4. Click Save. The Expected Expenses screen displays.
Note: Alerts may display if information is missing for the expense. See the Alert Types section below for
details.
= EX¥Concur o e &
Home | Requests / Manage Requests / Cancel Card / New Expense: 05. Cancel Car
[ New Expense: 05. Cancel Card a2 -
o> @ Allocate
= Required fisld * Select from drop down options
-} Digits of Reason for Cancellation *
" 04/01/2026 B Last four of Universal Card Account Number 8 y Toxt Q
Employee Separation
Provide additional details if “Other” is selected.
1 Mo Longer Needed
Cancel MNon-Compliance
Other (Comment Required)
5. After completing the fields, click Submit Request.
= EI7 concur o ®
@ Home / Requests / Manage Requests / Cancel Card

(®) Add

Details [T DatelT Amount|T Requested|f

04/01/2026



6. Inthe Card Services Request User Agreement window, review the details and click Accept & Continue.

card Request User

By clicking ‘Accept & Continue’, | certify that:

- | have reviewed and understand the CSU Payment Card Policy.

- | further and that usage of a University Card or violation of any
applicable CSU policy or procedure may result In the revocation or suspension of the University Card.

-1 acknowledge that | will review all card charges submitted in expense reports to determine that they are
reasonable, appropriate and consistent with applicable policies and procedures.

CSU Payment Card Policy: policystat. 73/Natest/

7. The new Request is displayed under Manage Requests.

= T Concur

@ Home / Requests / Manage Requests

o Manage Requests

5>
Requests View: Active Requests v

Cancel Card
04/01/2026 | MNPT

Submitted

Pending Direct Supervisor Approval
Cody the Coyote

8. The approval workflow for a credit card service request depends on the type of service requested; this request is
routed directly to the Card Administrator.

9. Toreview the approval flow, see the Request Timeline section below for instructions.
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Adding Card Service to Request — 06. Name Change
Although the card service is not an expected expense, there is no ability in Concur to modify the name from
Expected Expenses. The functionality to add services is similar to other request forms.

1. The Expected Expenses screen displays. Click + Add (Only one card service Expected Expenses type should be added to
submit the Request).

= ET7Concur o e &
@ Home / Requests / Manage Requests / Name Change
L

|** Name Change EEI) oo on e
o Not Submitted | Request ID: MNQ3 | 04/01/2026
&> Request Details v Attachments v

® EXPECTED EXPENSES

No Expected Expenses

2. Select 06. Name Change for your request.

= EI7concur o0 e a
Add expected expenses andlor travel plans X
@ Home / Requests | Manage Requests / Name Change
Search by expense type, category, descriptio Q Collapse All Sections | = | =
s )
Name chﬂl‘lge PPN IS | Copy Request | Delete Request
> Not Submitted | Request ID: MNQ3 | 04/01/2026 " €SUCard Services Request

01. New Card
a2 Request Details ¥ Attachments v

02. Credit Limit Change

@ EXPECTED EXPENSES 03. Purchase Exception @ Add
i 04, Suspend/Reinstate

05. Cancel Card

06. Name Change

07. Replacement/Worn Card (Retain same Card )

3. The New Expense form for the selected service displays (e.g., Name Change).

Note: The form fields will differ based on the card service selected.

The employee’s name displayed in Concur is automatically populated from the CHRS database and should
not be modified within this request form. If the name shown is incorrect, the employee must contact Human
Resources (HR) to update their official record. Once the name has been updated in CHRS, a Name Change
Request may be submitted to ensure the updated name is reflected on the physical Universal Card.
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a. Request Layout

= g Concur

@ Home / Requests / Manage Requests | Name Change / New Expense

0B Allocate

Required field *

") Eff Date *
04101/2026

New Expense: 06. Name Change

0/2000

b. Review and complete all required fields and any optional fields, as desired.
Field Name Description
Effective Date* Automatically populated from the Request Header.
Last 4 Digits of Card* Enter the last four digits of the Universal Card account

number.

Existing Name on Card*

Provide full name as it appears on your current physical
card.

New Employee First Name*

This data is automatically populated from CHRS; verify
accuracy before submitting.

New Employee Middle
Name/Initial

Enter if applicable, and if you would like the information to
be reflected on your physical card.

New Employee Last Name*

This data is automatically populated from CHRS; verify
accuracy before submitting.

Reason for Name Change
on Card*

Provide the reason for the update (e.g., legal name change).

Click Save. The Expected Expenses screen displays.

Note: Alerts may display if information is missing for the expense. See the Alert Types section below for

details.

= 57 Concur

® Honr | Racuess { Marmge Bectmsts | Mane Changs{ Hem Ex

| - New Expense: 06. Name Change

@ Allocate

Required field *

® Eflecive Dat

04/01/2026 =]

Auto-filled from CHRS; verify before submitting.

Last four of Universal Card Account Number Enter your full name exactly as shown on your current card.

Auto-filled from CHRS; verify before submitting.

072000

Provide the reason for the update (e.g., legal name change).

26| Page



5. After completing the fields, click Submit Request.

= EI7 concur

@
|.r,>
o

=8

E

Home / Requests / Manage Requests / Name Change

Name Change

Not Submitted | Request ID: MNQ3 | 04/01/2026

Request Details v Attachments v

EXPECTED EXPENSES

| | Commentlf Expensetypell

[ ] 5] 06. Name Change

Details T

Copy Request | Delete Request

® Add
Amount|f  Requested [T

Date |7

04/01/2026

6. Inthe Card Services Request User Agreement window, review the details and click Accept & Continue.

= EIconcur

@
o
>

a2

e
o

Home / Requests / Manage Requests / Name Change

Name Change
Not Submitted | Request ID: MNQ3 | 04/01/2026

Request Details v Attachments v
EXPECTED EXPENSES

[] comment|f Expensetypelf

06. Name Change

0O 5]

Card Services Request User Agreement

By clicking ‘Accept & Continue', | certify that:

| have reviewed and understand the CSU Payment Card Policy

- I further and ad that usage of a University C.

applicable CSU policy or procedure may result in the revocation or suspension of th

- 1 acknowledge that | will review all card charges submitted in expense reports to
reasonable, appropriate and consistent with applicable policies and procedures.

CSU Payment Card Policy: https://calstate.policystat.com/policy/19766773/\atest/

ard or violation of any
e University Card.
determine that they are

[rr—

7. The new Request is displayed under Manage Requests.

@

a >

5]

EX¥ Concur

Home / Requests / Manage Requests

Manage Requests

Requests View: Active Requests v

Name Change
04/01/2026 | MNQ3

Cody the Coyote

Pending Direct Supervisor Approval

o e

Copy Request | Delete Request

® Add

Datel* Amount|T Requested|T

04/01/2026

8. The approval workflow for a credit card service request depends on the type of service requested; this
request is routed directly to the Card Administrator.

9. Toreview the approval flow, see the Request Timeline section below for instructions.
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Adding Card Service to Request — 07. Replacement/Worn Card (Retain same
Card #)

Although the card service is not an expected expense, there is no ability in Concur to modify the name from
Expected Expenses. The functionality to add services is similar to other request forms.

1. The Expected Expenses screen displays. Click + Add (Only one card service Expected Expenses type should be added to
submit the Request).

= E¥concur

o @ A&

@ Requests / Manage Requests / Replacement Universal Card

o
[« Replacement Universal Card B | o meauest | petee Reques
@ Not Submitted | Request ID: MP7K | 04/01/2026

=1 Request Details ~  Attachments v

@ EXPECTED EXPENSES

18

i

No Expected E:
Add expected expenses a Juest to
2. Select 07. Replacement/Worn Card (Retain same Card #) for your request.
= EI7 concur ] S o e a
Add expected expenses and/or travel plans x |

@ Home / Requests / Manage Requests / Replacement Universal {

> l Bearch by expense type, category, description Q Collapse All Sections | = \ =

- Replacement Universal ¢ - Copy Reauest | Deete Request
o> Not Submitted | Request ID: MP7K | 04/01/2026 " ©SU Card Services Request

01. New Card
[=§ Request Details v Attachments v
02. Credit Limit Change
] EXPECTED EXPENSES 03. Purchase Exception © Add

" 04. Suspend/Reinstate
05. Cancel Card

06. Name Change

| 07. Replacement/Worn Card (Retain same Card #) ]

3. The New Expense form for the selected service displays (e.g., Replacement/Worn Card (Retain same Card #).

Note: The form fields will differ based on the card service selected.

Use this option to report your replacement Universal Card to the Universal Card Team. IMPORTANT: Please
call US Bank to request your replacement Universal Card at 1-800-344-5696. US Bank will order a
replacement card that will be delivered to the Procurement Office (SH-125). The Cardholder must return the
worn out/damaged card to the Universal Card Team to be destroyed. The Cardholder will be notified to pick
up the replacement card from the Universal Card Team.
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a. Request Layout

= E7concur Q o
@ Howme) Faquests f M ansge Reqoesis 7 Huphacement Grersal Gand I Mow Exper
[« New Expense: 07. Replacement/Worn Card (Retain same Card #) 8
@ @5 Allocate
B Required field *
@
" 04/01/2026 B v
b. Review and complete all required fields (*) and any optional fields, as desired.
Field Name Description
Effective Date* Enter the start date of the request.
Last 4 Digits of Card* Enter the last four digits of the Universal Card account number.
Reason for Card Select the appropriate reason from the list below:
Replacement* ¢ Chip Malfunction

¢ Damaged Card
e Worn Magnetic Strip

Comment Provide additional details if applicable.

4. Click Save. The Expected Expenses screen displays.

Note: Alerts may display if information is missing for the expense. See the Alert Types section below for

details.
= Econcur o ® a
@ Home | Requests / Manage Requests | Replacement Universal Card / New Expense
Ly .
[+ New Expense: 07. Replacement/Worn Card (Retain same Card #) [ <. (0
o> @8 Allocate
s Required fsid * Select from drop down options
-] Effective Date * Last 4 Digjts of Card * eason for Card Replacement *
04/01/2026 5] Last four of Universal Card Account Number Q

Chip Malfunction

Damaged Card

Provide additional details if applicable.

Worn Magnetic Strip
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5. After completing the fields, click Submit Request.

= EI” concur JA N G]
@ Home / Requests / Manage Requests / Replacement Universal Card
ns *
| - Replacement Universal Card Copy Request | Delete Request
> Not Submitted | Request ID: MP7K | 04/01/2026
(=5 Request Details v Attachments v
@ EXPECTED EXPENSES @® Add
4
Expense type [T Details [T DatelT Amount]T Requested|T
07. Replacement/Worn Card (Retain same Card &) 04/01/2026
6. Inthe Card Services Request User Agreement window, review the details and click Accept & Continue.
= EI”Concur Q o
@ Home / Requests / Manage Requests / Replacement Universal Card
L7
“  Replacement Universal Card Copy Request | Delte Request
o> Not Submitted | Request ID: MP7K | 04/01/2026

> Request Details v Attachments v
Card Services Request User Agreement

(=1
® EXPECTED EXPENSES © Add

By clicking ‘Accept & Continue’, | certify that

e
B

— 1 have reviewed and understand the CSU Payment Card Policy. =

(] Expensetypelf - I further and acl that usage of a University Card or violation of any Dxait Amount] Raquested

= applicable CSU policy or procedure may result in the revocation or suspension of the University Card.

[] 07 Replacementorn Card (Retain same Card - | acknowiedge that | will review all card charges submitted in expense reports to determine that they are
reasonable, appropriate and consistent with applicable policies and procedures.

04/01/2026

CSU Payment Card Policy: https://calstate. policystat.com/policy/19766773/latest/

Ca"“‘l

7. The new Request is displayed under Manage Requests.

= ET7Concur

@ Home / Requests / Manage Requests

> Manage Requests

Requests View: Active Requests v

Replacement Universal Card
04/01/2026 | MPTK

Pending Direct Supervisor Approval
Cody the Coyote

8. The approval workflow for a credit card service request depends on the type of service requested; this
request is routed directly to the Card Administrator.

9. To review the approval flow, see the Request Timeline section below for instructions.
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Request Details

Edit Request Header

1. Select Request Details, then choose Edit Request Header or select the Request ID to open and update the

request.
= EI¥ concur JaNG]
@ Home i Requests / Manage Requests / New Universal Card
l"" ’ New Universal Card Copy Request | Delete Request
o Not Submitied | Request ID] MMaD | 040172026
=8 Attachments @
@ :af;:est PENSES OR @® Add
i Request Timeline  mt]f Expense typelf Details [T DatelT Amount)f Requested [T
AudtTrall 0L New Card 0410112026
View Request Timeline
The timeline displays the approval workflow and identifies the steps which have been completed or are
outstanding.
1. Select Request Details, then choose Request Timeline to view the status and history of the request.
= ET7 concur o o &
@ Home / Requests / Manage Requests / New Universal Card
v New Universal Card Copy Request | Delete Request
o Not Submitted | Request ID: MM4D | 04/01/2026
S Request Details v Attachments @ ~
@ reauest (PENSES @ Add
Edit Request Header
i
- .u Expense type T Details [T Date]®  Amount]l Requested|

Audit Trail 01. New Card 04/01/2026

a. The example below is for new card that is within the monthly limit per CSU Payment Card policy.

= ETConcur n ® &
Request Timeline i
o HOMELRE New Universal Card | $0.00
- I
| 22 New Delete Request
Approval Flow Edit Request Summary Sot v Fiter v i
(a3 Not Subt ’
Request Comment 01500
Direct Supervisor 1
(=% Request
@ EXF
Card Admin Appproval
is
i
O Tuesday, April 14, 2026 Requested |1
d Cardlssuance Approval Expense Comment - 01. New Card - Mar 31, 2026 - $0.00

Provide a clear and concise business justification, including the types of purchases to be made and how the card supports the
employee's job responsibilities.
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Audit Trail

The audit trail will display the timestamp of certain actions taken on the request.

1. Select Request Details, then choose Audit Trail to view a detailed record of all actions taken on the request.

= ET7 Concur n e a
@ Home / Requests / Manage Requests / New Universal Card
<
| . New Universal Card Copy Request  Delete Request
(u 3 Not Submitted | Request ID: MM4D | 04/01/2026
=1 Request Details Attachments @ v
Request
@ (PENSES @ hdd

Edit Request Header
i
i
RequestTimeline  mt|f  Expense typet Details |T Datels  Amountl Requested|f

01. New Cand ouonzoze

2. The date/time of the action and the description will display.

Audit Trail
Demo Card Service for Guide | $0.00

Request Level
Date/Timel= Updated BylT ActionlT DescriptionT

Status changed from Submitted to Pending Direct Supervisor Approval
03/04/2026 12:53 PM Test Beth Approval Status Change Comment:

Step Name:

Status changed from Not Submitted to Submitted
03/04/2026 12:53 PM Test Beth Approval Status Change Comment:

Step Name: Request Submitted

03/04/2026 12:53 PM Test Beth Confirmation Agreement Acceptance *NEW CSU-Card Services Request User Agreement

Expected Expense Level

L

s

No Data.

There is no data to display.
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Alert Type

Alerts are messages triggered by certain criteria in your Request. There are different types of alerts.

Alerts: 1

EXPENSE 01. New Card 02/16/2026

A\ Warning: Monthly limits aver $10,000 require additional appraval. View

1. ERROR: If an alert displays in red, it is displaying an error. This means an action must be taken before the
Request can be submitted.

2. :An alert displays communication related to your Request components advising you to
read and take action.

Note: Most orange warnings will not clear; however, they will not prevent the user from submitting the
Request.
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