
Go to:  www.csufresno.edu

Log into “My Fresno State”

Select Reports Portfolio

Select Financials
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PEOPLESOFT PROCARD MODULE LOG ON INSTRUCTIONS
FOR CARDHOLDERS

http://www.csufresno.edu/�


Under Purchase Order Report List
- Look for ProCard Adjustment  and/or ProCard Completed  Inquiry 

If ProCard Reports are not listed, click on the “Customize Report 
Selections” link shown at the top and bottom of the selection lists.  
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Purchase Order Report List

• Check the box next to:  
ProCard Adjustment and 
ProCard Completed Inquiry.

• Click on Save 

If ProCard Reports are not  listed below, DO NOT
click on this link to request security to the report  
(See page 4 for instructions).
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PEOPLESOFT PROCARD MODULE LOG ON INSTRUCTIONS
FOR NON-CARDHOLDERS

Non-Cardholders such as Administrative Staff who assist 
with the monthly reconciliation of procurement card 
transactions may be granted access to the ProCard Module 
for:

• Review of transactions

• Chartfield adjustments

• Printing Reports

• To apply for access to the ProCard Module:

• Log onto My Fresno State

• Click on Security Requests in the Menu

• Click on New Security Request
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Check User Security
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Enter Employee ID #, if known, 

or Employee Last Name

Click on Search
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• Place check in box to select appropriate user from names that 
are listed.  

• Click on Add 

PCARD

Paul Pcard

Paul Pcard
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If this is correct employee, click on Next Tab. 

12345678

Paul P Card
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Do not check boxes.  Click on Next Tab. 
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Check whether this request is for permanent access

or for a limited time period (enter effective dates)

Click on Next Tab. 

6



7

• Enter message in 
explanation box:  
Employee needs access to 
the ProCard Module 
Adjustment and Inquiry 
Screens. 

• Click on Save 

• You will receive an e-mail 
once the request has 
been completed and 
access established. 



• Use the ProCard Adjustment Screen for current month transactions:

• Change chartfields

• Print the Cardholder Statement



• Use the ProCard Completed Inquiry  Screen to view prior month 
transactions:

• View transactions

• Run Reports
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