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Pcard Default Chartfield Spread 

Step Action 

Navigation: OU Main Menu – P-Card – P-Card CFS Defaults 

1 To access Pcard default chartfield spreads (CFS) in PeopleSoft, click on the P-Card tile on 
the Home Screen and select P-Card CFS Defaults on the left side menu or use the NavBar 
and select Navigator > OU Main Menu > P-Card > P-Card CFS Defaults. 

2 All cardholders have a default chartfield spread that is established on their Pcard application. 

3 The cardholder, approver or anyone else who has Org access to the cardholder’s default 
chartfield spread, will have the ability to update the default chartfield spread. 

4 To search for a cardholder’s default chartfield spread, type in either their Employee ID or 
Name in the appropriate fields and click Search.  Note that when searching by Name, use 
Last Name, First Name. 

 
6 Review the default chartfield spread information for the cardholder. 

7 If necessary, update the fields to the correct chartfield spread by typing in the values or using 
the magnifying glass to search for the correct values.  Note that you will only have access to 
charge to Orgs that you have security for. 
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9 Once the changes have been made, click Save. 

10 All transactions for the cardholder that post after this change is made will be allocated to the 
new chartfield spread default. 


