
PAYMENT REQUEST TO PAY CAL CARD PURCHASES 

Monthly reconciliations are due to District Accounts Payable by the 4th of each month! 

 

Navigation: PeopleSoft > Employee Self Service > Payment Request Center >  

 

Click “Create”. Fill in the information. The full amount of the CAL card purchases. Do not breakdown the 

taxes. Upload the CAL card report as attachment. (The report should be the statement, Purchase Log, 

Reconciliation Report, and all supporting receipts for the transacations.) 

 

Click Next 

Supplier is US Bank. Address PO Box 790428, St Louis, MO 63179-0428 

 

 



 

Click Next.  

 

Click Add line 

Fill in the information, total amount charged to the 1st budget number. Do not break down the taxes. If 

multiple budget number, add as many lines as necessary 



 

Click Okay. Click Next. Click Add lines 

Fill in the information, for the full amount of the 2nd budget. Do not break down the taxes. 

 

 

Click Okay 

 



The total purchases in the statement should match the combined total ot the line items 

 

 

 

Click Next 

 

Click Submit. Okay to proceed 

 

 



The last screen shows the payment request submitted.  

 

 

 

 

 


