
Adjusting ProCard Default Account Numbers in PeopleSoft 

1) Login to PeopleSoft Financials 

 



2) Navigate to Create/Update Journal Entries following this navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries 

 

 

 

 

 

 



3) Click on the Tab Find an Existing Value and enter your ProCard “PC” Number.  See below for example **Note: Clear out all fields including Journal 
Header Status Field, Source Field, and Enter By Field*** 

 

 



4) Click on the Lines Tab 

 

 



5) At the bottom of the screen below you will see the Total Lines field (Blue Arrow), be sure that all of your lines are displayed.  For example, if your 
ProCard has 150 lines to view all of the lines type 150 in the Line field (Red Arrow) and press the Enter Key on your Keyboard all lines will display on the 
screen. Adjust your account numbers accordingly and Click Save after the adjustments have been made. 

 

6) You’re done. 


