
Uploading a P-Card Backup in Peoplesoft 
Login to Peoplesoft Finance. Once logged in, follow this path: Main Menu  Business 
Processes  AP  P/T Cards 

 

 

Once in the Pcard / Travel Documents screen, enter the Business Unit (00784), the Last 4 
Digits of Card, and then click Search 

 

 

 

 

 



Enter the Cycle Year (enter the current year and not the fiscal year), Cycle Month, and 
then click Add New Document 

*Please Note: Billing Cycle Month and Year will be included with the Monthly Procurement 
Card Statement Email* 

 

 

Choose your file and then click Upload 


