
Procurement Card Retrieval Documentation 
 

Welcome to the Procurement Card Retrieval Course. Sign in to the PeopleSoft  

Financials application with your User ID and Password 

 

The PeopleSoft P-Card Module 

 

Sign in to the PeopleSoft Financials application: 

 

 
 

 

 

 

 

 

 

 

Use the menu to navigate to the P-Card Submission page by clicking on 

CU_CUSTOM, P-Card, and P-Card Submission. 

 



 
 

 

 
 

You may search by card number, card holder name or status.  

 

By choosing a status without further specifying card number or card holder, all  

transactions for the liaison’s selected status will appear regardless of the cardholder.  

 

If you click on Search without entering any information, all items for all cards will 

appear for a 180 day period.  

 

To see all unfinished transactions for a specific card, the card number must be entered  

and ‘Unfinished’ will need to be selected for the DPV Action Status.  

 

Once the search results are shown, Click the Transaction Entry to bring up the  

EDIT/SUBMIT page. 

 



  

  

 
 

 

Enter Contract/Exemption number(s) if applicable (Not Shown) 

If an invalid chartfield is submitted, an error will result and the field will be 

highlighted: 

 

 

 
 

Fields become read only after submission: 

 

 

Select county of delivery if sales tax was not 

collected on the charge and the item is taxable. 

  



 

 

Viewing/Printing Submitted Transactions 

 

 

Select the submitted status on the search page: 

 

 
 

 

To avoid listing multiple cards, enter the card criteria as shown below: 

 

 
 

 

 

 

 

 

 



 

Once the submitted list is brought up, use the menu option File->Print (or Ctrl+P) to 

print the list: 

 
 

 

 

Running the P-Card Activity Report 

The P-Card activity report lists all activity for the P-card for a given date range. 

 

 
 

 

 



 
 

Enter a date range for the report. Enter the complete card number or a partial card 

number enclosed with percentage signs. 

 

 
 

 

Use the default values in the process request and click OK: 

 



 
 

 

Click “OK”. 

 

 

 

 

 

 

 

 

Click Process Monitor to monitor the report’s progress: 

 

 
 

 

 

 

 

 



 

Click the Refresh button until the process is a success: 

 

 

 
 

 

 

 

 Click the Details link: 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Click on the View Log/Trace link: 

 

 
 

 

 

 

Click on the PDF file to view the report: 

 

 
 

 



The report: 

 

 
 

(Click here for Adobe Reader) 

 

 

 

The report footer: 

 

 
 

 

 

 

 

 

http://www.adobe.com/reader


Running the P-Card Submission Report 

The P-Card submission report lists all submitted data. 

 

 
 

 

Enter a full card number or partial card number enclosed with two % symbols and 

click “Run”. 

 
 

 
 

Click “OK”. 

 

Click on “Process Monitor” 

 



 
 

 
 



 
 



 
 

 

The report: 

 
 

 

Contact 

CRAWFO5@clemson.edu P-Card Process Administrator 

ithelp@clemson.edu for PeopleSoft access or technical issues 

 

mailto:CRAWFO5@clemson.edu
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