	To start, log on to the portal using either Internet Explorer or Safari. Does not work well with Chrome or FireFox.
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Select the CSU Procard link from either your Favorites or the Main Menu
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	· CSU ProCard
· Use & Inquiry
· ProCard Adjustment
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	Enter in your Last Name

Select Search

NOTE:
[bookmark: _GoBack]If you have a ProCard and a Travel Card the Travel Card can be identified by the “T” in PeopleSoft Financials 
	[image: ]

	If you had more than one charge select View All

Be sure to write a detailed explanation of your charge such as last name and date of travel

If necessary change the chart of accounts by typing over existing information

Save your changes
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Our menu has changed!

The menu is now located across the top of the page. Click on Main Menu to get
started.

Highlights

Recently Used pages now appear under

the Favorites menu, located at the top left —
=

Breadcrumbs visually display your

navigation path and give you access to the
contents of subfolders.

Menu Search, located under the Main

Menu, now supports type ahead which
makes finding pages much faster.
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ProCard Adjustment

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Origin:
Invoice Date:

Last Name: begins with
FirstName:  begins with

Invoice Number: begins with

Case Sensitive

| search | Clear |Basic Search [ Save Search Criteria
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