P'card and Travel Application and Issue:

Step 1 Step 2 Step 3
Procurement and PACS initiates online
Prospective cardholder Campus Services (PACS) cardholder training.
applies submits application to
for Travel/Purchasing bank.
Card.

Step 4 Step 5 Step 6

Cardholder completes PACS receives card(s)

training, quiz, and signs from bank and forwards Cardholder receives and

cardholder agreement to cardholder. activates card(s) via toll
form. free number.

Useful Information:

Financial Operations confirms:
Cardholder must honor

Master Contracts and
adhere to university

Transaction verification
and expense reporting is
completed in Workday.
Instructions can be found
on Workday Finance
Training webpage

+timely reconciliation of
transactions

xupload of appropriate receipts
+utilization of master contracts
xappropriate use of the card

standards as defined in
the Purchasing Card
Training and the
Purchasing Card User's
Guide




Travel Card Use and Reconciliation:

Step 1 Step 2 Step 3 Step 4
Cardholder acquires Manager reviews and cardholder confirms After return from travel,
airfare, car rental, hotel approves Spend travel reservations for: create Expense Report
via Workday and link
hotel, conference corresponding Spend
registration. Authorization.

pricing and completes Authorization formin air travel, carrental,
Spend Authorization Form Workday.
via Workday.

Step 5 Step 6

Select appropriate Travel Add additional expenses

Card transactions readily not charged to the Travel
available and upload Card for reimbursement
associated receipts. and upload receipts.

Step 7
Submit Expense Report
via Workday for manager
review and approval.

Purchasing Card Reconciliation:

Step 1 Step 2 Step 3
Cardholder receives Cardholder verifies Cost Center Manager
notification in Workday purchase and uploads reviews and

for transaction receipts into workday for approves/denies
verificatrion. each transaction transactions in Workday.
over $40.




