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ProCard Application Process 

To enter your application: Sign in to People Soft Financials 

Testing must be completed by the Cardholder, Reconciler (Reallocator), and Approver, prior to 

submitting the application.  

¸ƻǳ ǿƛƭƭ ƴŜŜŘ 9ƳǇƭƻȅŜŜ LŘΩǎ ŦƻǊ /ŀǊŘƘƻƭŘŜǊΣ Reconcilers (Reallocators), Approvers, Director/Dept 

Chair, and Dean/Vice President.  

Each Reconciler must also complete the PeopleSoft training.  Note:  The cardholder can be the 

Reconciler for his/her own card, but cannot be the Approver.  

Approvers who would like to view reallocations and approve transactions in PeopleSoft should 
complete the PeopleSoft training class.  Approvers who do not want PeopleSoft access should 
complete the Blackboard test, then submit the Non-PeopleSoft Approver Request Form.   

Reminder:  It is critical that all approvers review and sign the monthly hard copy documentation 
(Transaction Summary Log, receipts, bank statement) by the 15th of the month. 

Once the application has been completed in PeopleSoft, you will need to print the application through 

University Reports. The application will not be available to print until the day after you complete the 

application process in PeopleSoft. See page 6 for these instructions. 

[ŜǘΩǎ .ŜƎƛƴΦΦPeopleSoft Financials 

 

Click >>>U of L Custom > UL eProcurement > Procurement Card Application 

If you do not see UL Custom  make sure you are in PS Financials and not PS HR/SA 

 

 

https://louisville.edu/procard/training/training-information.html
https://otms.louisville.edu/destroySession.cfm
https://louisville.edu/procard/forms/non-peoplesoft-approver-request-form


Page 2 of 11 

 

 

 

 

Click  

Pop up window will appear.  

 

Click  if testing has been completed.   

If not, log out of the system, complete the testing and return to the system. To register for the test click 

this link: Registration Form for ProCard Test. 

If testing has been completed proceed to the next step. 

http://louisville.edu/procard/forms/registrationform_procardtest/
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Enter the Employee ID Number of the cardholder/responsible party. 

Leave the Request Number blank.  This will fill in automatically once you have saved the application. 

Click    

 

 

 

 

  Click  

(1)  Fill in your account code 

(2)  Select Card Type ς  
Individual Card will have the name of 
the person (cardholder) on the card. 
Department Card will have the 
department name on the card. (Be 
sure to type in Department name)  
Declining Balance Card - enter the 
Max Dollar Amount for the card. Once 
you print the application you will 
need to check the box indicating 
ǿƘŜǘƘŜǊ ƛǘΩǎ ŀƴ Individual or 
Department Card. 
 

(3)  Enter Telephone 

Number (format as this 

example:  5028526250) 

 

(4) Enter the department speedtype 
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When information has been entered in all fields your screen will appear as above. 

On the Menu Click Procurement Card Approval 

 

Screen will look the same except at the bottom you will now see two links that were not there before. 

Click Link 
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 (If the Approver is also the Reallocator, add this information in both fields. If you have more than one 
Approver or Reallocator, you must click on the Plus Sign (+) in appropriate box to add a row and 
additional information.  
 
The ProCard Office will enter the Purchasing and Send to Vendor information. 

 

Click  

 

Please Note:  The   at the top right of your panel.  You will need this number to 

print the application. 

 

 

 

 

 

Enter the Director/Dept Chair  
Employee ID and the date you are 
entering this application. 
Enter the Dean/Vice President 

Employee ID and the date you are 

entering this application. (Dean/VP 

Not Required for School of Medicine)  

 
Enter the Card Approver(s), 
Reallocator(s) Employee IDs and  
Dates you are entering this 
application 


