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SJSU Washington Square AGENDA

• Intro/Last fall survey results – Marna Genes

• Enrollment Deposit – Meg Deiss

• Year End Dates – Marna Genes

• ProCard & GoCard Tips – Gail Finney

• CFS 9.2 MP 3.0 Upgrade – Gail Finney
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SJSU Washington Square Introductions/Staffing Updates

• Kathleen Prunty – Director of Acquisitions Management

• Sylvia Sosa – Contracts Analyst

• Shauna Rios – Manager of Special Projects

• Paraluman (Jane) Zacchia – Assistant Director of General 

Accounting

• Helena Leung on leave until February 2019 – no replacement
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SJSU Washington Square October Survey Results & Next Steps

• Survey covered customer service and website

– Biggest area of concern was PO turnaround times (C-)

• Contract Analyst added (Sylvia)

– Web content is okay, but  navigation needs to improve

– All other areas had grade of B- or better

• Shauna Rios will take lead on web improvements
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Enrollment Deposit

Meg Deiss



Enrollment Deposit

• Prior to Fall 2018: Orientation Fees

– Freshman - $250 for two day session

– Transfer - $80 for one day session

• Effective Fall 2018: Enrollment Deposit

• Enrollment Deposits can be paid by either credit card or check

• Students with EFC (expected family contribution) < $800 – pay 

Enrollment Deposit via e-Market at discounted rate

• Freshman - $180

• Transfer - $80
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Enrollment Deposit – cont’d

• Students with EFC > $800  pay $250 Enrollment Deposit and it is 

posted to student account (MySJSU)

– Freshman - $180 orientation fee + $70 credit

– Transfer - $80 orientation fee + $170 credit

• Orientation fee is a charge on the account

• Credit from Enrollment Deposit goes toward tuition and fees

• If student does not register for classes, enrollment deposit credit 

will be forfeited

• Enrollment deposit is non-refundable
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Fiscal Year End 17/18

Marna Genes



Year End Information
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Year End Information
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ProCard & GoCard Tips

Gail Finney

Sara Tipton Perez

Maggie De La Mere



ProCard & GoCard

Before making a purchase:

• ProCard Program Manual, Standard Exclusions, 

ProCard Program Coordinator (Sara Tipton)

– Allowable purchases

– Prohibited purchases

– Approved caterers (Luis Garcia, Purchasing)

– Buyer approved purchases
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http://www.sjsu.edu/finance/docs/procard_manual.pdf
http://www.sjsu.edu/finance/docs/standard_exclusions.pdf
mailto:sara.tipton@sjsu.edu
mailto:luis.garcia@sjsu.edu


ProCard & GoCard – cont’d

• GoCard Manual, SJSU Travel Guide, 

Travel Specialist (Maggie De La Mere)

– Allowable expenses

– Prohibited expenses

• FTS Travel module

– Travel Authorization
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http://www.sjsu.edu/finance/policies_guidelines/gocard/
http://www.sjsu.edu/finance/policies_guidelines/travel_guide/
mailto:margaret.delamere@sjsu.edu


ProCard & GoCard – cont’d

Any changes to: 

• Cardholder or Approving Official  

– Return unused or unwanted cards

– Submit ProCard or GoCard Application Form for updates

– Spending limits

– Default chartfields

– Approving Official
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http://www.sjsu.edu/finance/docs/procard_application.pdf
http://www.sjsu.edu/finance/docs/gocard_application.pdf


ProCard & GoCard – cont’d

Monthly responsibility:

• Submit statement reconciliations

– On time

– Include all receipts/support documents

• Attached in order shown on statement

• Tape small receipts on letter-size paper

• Reversed charges (credits or refunds) 

– Hospitality Justification when required

– Staple documents together or use binder clip 

– Cardholder and Approving Official signatures 

• DocuSign allowed

– Identify GoCard transactions with Travel Authorization Ref# (TR#)
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http://www.sjsu.edu/finance/docs/hospitality_expense_justification.pdf


ProCard & GoCard – cont’d

Other items:

• Auxiliary funding sources

– Research Foundation - not allowed per RF

– Tower Foundation – allowed for split funding purchases only

• Fraudulent charges

– Check your account monthly

– Contact USBank regarding questionable charges

– Must contact USBank within 14 days of statement date
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CFS MP 3.0 Upgrade

Gail Finney



CFS 9.2 MP 3.0 Upgrade

• Go-live on Monday, April 30

• New user interface called “Fluid”

• New look and navigation change

• No changes to processes or running reports
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Current CFS Homepage
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New CFS Homepage

(This is not an error… it’s just blue.)
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New CFS Navigation – NavBar Menu
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New CFS Navigation – NavBar Tiles
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Example – Navigate to ProCard Module
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Example – Navigate to ProCard Module
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Example – Navigate to ProCard Module
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Example – Navigate to ProCard Module
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Need Assistance? 

• Finance Tutorials

o http://www.sjsu.edu/finance/financeconnect/training/fin_tutorials/index

.html

• Finance Open Lab 

o Schedule: http://blogs.sjsu.edu/financeconnect/tag/open-lab-2/

• Contact Finance Support

o Email:  financeconnect@sjsu.edu

o Phone: 4-1558
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http://www.sjsu.edu/finance/financeconnect/training/fin_tutorials/index.html
http://blogs.sjsu.edu/financeconnect/tag/open-lab-2/
mailto:financeconnect@sjsu.edu



