Purchasing

Card Training:
Cardholder









Program

Intro

Jane Smith Biology Dept




Jane Smith




Department
Has only the department or program name on
it, no person’s name. Multiple people in a
department can use the card by signing it out.

e Card has a cardholder who is responsible for the card (and must be aware of all transactions
being put on the card)
e Sign out log should be used to know who has the card and where they made the purchase.

Biology Dept







$4,999

Transaction

Limit

Pcard

Policy:
Spend Limits |\ *10,000

Limit

10

Daily
Transactions



Your GVSU purchasing card is for business use only.
Personal purchases are strictly prohibited.

Prohibited Items:

— ] £

Pcard
Policy:

Technology Equipment, Gas on :
. Airfare Alcohol Gift Cards Furniture Software & Hardware personal vehicles
ReSt Il Ct e d  Ammunition and Firearms an independent contractor
* Animals * Controlled Substances
ltems ! |
« Appliances « Employment and temporary staffing
* Automobiles and other road-vehicles services
« Cash advances, traveler checks, wire  * Faxmachines
transfers, money orders » University logo stationery, envelopes,

» Cellular phones, smartphones, tablets unauthorized business cards.
» PDA pagers, two-way radios

» Copy machines, toner supplies

« Contractual Services by an individual as

* If unsure, view our website or reach out to Procurement.



Michigan Dapartmant of Traasury
3372 (Rew. 01:21)
Michigan Sales and Use Tax Certificate of Exemption

mmwmmmn the seller, and unlass the in all four sections
mmmmnw»mmmum

SECTION 1: TYPE OF PURCHASE Check one of the following:
] A Gne-Time Pushase [ . Bianket Cartificate
Order or Invoice Number: i four years); 05/20/25

[[] 8. Blarke! Gertficats. Recuring Business Relationship

mmmlﬁmmmmmwuumMwwmmwmmmmmm
seller named below. This claim is based upon: the purchaser's proposed use of the proparty or services; OR the purchasars assmpt
|mm.um—

SECTION 2: ITEMS Wm BY THIS CERTIFICATE
Check one of the following:

tDummum
2.[| Limited ta thn following ivems:

Pcard
Policy:

Tax Exempt

SECTION 3: BASIS FOR EXEMPTION CLAIM
Check one of the following:

1.[] Far Lease. Purchaser wil iaase the praperty and siecis ta pey tax
based on rental receipls. Enter sales tax hoense or use

2.[[] For Resale at Retail, Enter Sales Tax Licanse Numger:
3.[] iract Pay - Authorizad 1o pay use tax on qualified y igan Treasury
The follewing examptions DO NOT rquirs the purchasar to provide a number:

4[] maricubural Producson, Enter parcontege: %

5. Entity {ULS. e s ‘State of Michigan ar ts polical subdivisions), Nonprofit Schoal,
Ghurch or Hause of Religious Worshin (circle type of oranization)

6. ] Gontractor orovide Minigan Sales sne Uise Tax Contractor Eligilty Statement (Form 3520
7. ] For Resate at Whalesslz.

8.[_] Industrial Processing. Entar percentage ____%

8. [%] Nongrofi Intemal Revenue Code Section 501(c)(3), 501(ch(4), or 501(c}{19) Exempl Organization.

10| Nonarofit Organization with an authorized letter issued by Michigan Department of Treasury prior to July 17, 1804 (ssles tax) or
June 13, 1984 (use tax).

11.[] Rofing Stock purchasad by an Imersiate Matar Garrier.
12[] Ot texpiain:

SECTION 4: CERTIFICATION

I declars, undar ponalty Gf paiury, tha an is e, that | m..ﬁmn
sources of aw applicable 1 s wu\mm umummlﬁw
faw. M!&memm #f pecassary,

muumuu wmnﬁm

Type of Business (wee 0008k 0N Pags 2)
Gmnd Vaﬂgx State University J 4 - Non Profit Ed
City, St 217 Goge
2015 ang@ Hall, 1 Campus Dr Allendale, MI 43401
Telephans Nuries (nchude area cade) Tiarma (Pt o Type
(616] 331-2280 Kim Patrick

. Titke Darte Sigred
T im ncl) Director of Procurement Sves | 05/20/2021




Goods must be delivered to a GVSU location unless
an exception is granted in advance by Pcard Program
Administrator.

"

Pcard Policy:

S h | p p | n g Allendale Deliveries: Central Pew Campus,Deliveries: Devos Center
Receiving in Services Building EXAMPLE: ' ;
EXAMPLE: Attn: John Perez, 1234 Kindschi

DeVos Center (2110 CHS)

Attn: Sally Wilson, 1234 Kindschi -
401 Fulton St W, Grand Rapids MI 49504

Central Receiving, Service Building (1110 KC)
1 Campus Dr, Allendale Ml 49401

* Put Attention to your name and office number/building
* Your billing address is not going to be the same as your shipping address.
* Billing address will always be 2015 JHZ, 1 Campus Drive, Allendale, Ml 49401



)
=~

e Business purposes only

* Must follow GSA per diem rates based on location

* Per Diem exceptions must be approved by the Appointing
Officer or Executive Officer

* An attendee list is always required

* Meals with only GVSU employees present requires an
Appointing Officer approval

* No alcohol allowed

* Tax exempt

Pcard Policy:

Meals



Pcard Policy:
Other
Departments

Academic & Student
Affairs

i@t

Catering & Food

.
Information
Technology

©

GRANDVALLEY
STATE UNIVERSITY

Institutional Marketing



Academic & Student Affairs

Gifts (regardless of value) may not be purchased for students, employees or
members of their immediate families.

Gifts may be purchased for donors as part of a development activity or if
they are used for participation in Human Research projects.

Donor gifts may not be provided to employees or students.

It may be appropriate to purchase gifts for visitors to GVSU (e.g.,
international visitors, volunteers, speakers). The cost of any gift must be
modest (normally, less than S50 per individual).

Plagues and service awards to employees are not considered gifts.
Departmental apparel or other items that are of a marketing or
departmental related nature are also not considered gifts but should be
purchased for employees infrequently (every other year) and have a
business purpose such as aiding identification of an employee.

Gift cards in any amount are not reimbursable for any purpose except as
payment to research participants.

If you need an exception, contact Bonnie Bowen



Information Technology

D

* All equipment, hardware and software must go through IT Tech Supply.
« Card information is not allowed to be stored in apps or on mobile devices.

g

All Apple products should be purchased through IT Tech Supply.




Catering & Food

Food for non-faculty/staff on campus
must go through catering or a waiver
must be received.

o ™










Call the phone
number on the

white label on your
card.

Pcard PIN/Chip Technology

Procedures: o _ - -
. . » Fifth Third Bank issues cards with electronic chip technology in addition to
ACtlvatlon the magnetic stripe

« At the time of sale, you may be asked to enter your PIN instead of providing a

Entgrlthe Ia§t 4 of your When asked for zip You will be prompted
socialisecURitynHmbeT code, enter 49401 to create a PIN number
or last four of your G#

signature
« The first time you use your card at a merchant that requires a PIN, your PIN

may not be accepted on the first try

« Just re-enter it ( you may need to re-enter it up to 4 times)



Pcard

Procedures:
Documentation




NOT

ACCEPTABLE

ThHank yOU
For yolR

VIsSIT
#00265 q/91 /9 6:23 6PN
01 CLenko; /21 %% do0000
16 6.00 13600
DEPT. 01
16 7.00 1$7.00
DEPT. 01
18 15.00 1315. 00
DEPT. 01
1@ 13.00 1$13.00
DEPT. 01
1@ 10.00 1$10. 00
DEPT. 01
30 1.50 1$4.50
DEPT. 01
3@ 5.00 1$15. 00
DEPT. 01
MDSE ST $70.50
TAX1 $5.99
TTEHS 110
CASH $76- 49
COME
SEE US
AGAIN

e

If you are unable to obtain an itemized receipt, write down on the receipt or business purpose what was purchased and let
us know you attempted to get a detailed receipt from the merchant, but they were unable to provide one.

ACCEPTABLE

I-I'fl.

Cafe Intermezzo
Hartsfield-Jackson Afrport
Atlanta,

GA = &)4=574-5195

404 T58-2002

HECARERARMATLANTA  COM

1120 Porsha B

Thl 8131

Jui03'19 03:508M <
Dine In

2 Ttaltano SH

Chk 5437

Merchant name

9.68

1 Croissant w/Eggs § Sausage 14.00
1 BaconEggPanini

Subtotal
Tax
09:374H Total

14.50

3818
0.00

38.18
0.00

Date of purchase

' = [tem details

Total amount of
Purchase

== Tax Exempt




Manage Expenses View Transaclions

0 Alerts: 3 e

0 The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.
0 Missing required field: Business Purpose, City of Purchase.

M ou must attach a receipt image to this expense.

< )~ Undefined $139.99 c:ancel

01/21/2021 | FSTECHS)

Details Itd

Pcard .

Expense Type *

Hide Receipt  [F]

Business
Purpose

| Undefined

Procedures: | -

01/2172021

Documentation /| =

FS TECHSMITH

City of Purchase *

Payment Type

Fere All transactions require a sufficient business purpose.

Definition; The business reason the Pcard was used to
(Mo Recelp make a purchase with University funds.

Comment




Manage Expenses \iew Tranzaclions

© Aers: 3

@ The entry has Undefined expense type. You must select an expense type for the entry before you can submit
o Mizzing required field: Business Purpoze, City of Purchase.

‘ “You must attach a receipt image to this expense.

[« (> Undefined $139.99

01/21/2021 FS TECHSMITH Corporate Card

Details ltemizations

@ Allocate

Expense Type *
[ Undefined

Transaction Date Business Purpose *

Registration for John Smith to attend ABC
| D1z1i2021 Conference 8/1/2021 in Arizona

Enter Vendor Mame City of Purchase *

| FS TECHSMITH [@ -

Payment Type
| Pcard

Amount Currency
| 139.99 | US, Dollar

Receipt Status *

[ Personal Expense (do not reimburss)

[ MNo Receipt

Comment

Attach Receipt Image




Pcard

Procedures:
Reconciliation

All transactions will be reconciled in Concur.

SAP Concur

old—1, H (.

‘ - Username, verified email address, or SSO code
i 5\ : o l-'| : 1 - [NETWORKIID@GVSU.EDU ]
& “
E,"‘ Remember me

Forgot username?

~L07

Need support or not yet a Concur customer?



Concur App

Pcard
Procedures:

Uploading Concur Home Page
Receipts
While Creating Expense Report




Concur App

1. Download App from your app store

— 2. Take picture of your receipt, front and back if necessary

E 0 0. g

it s 3. Once your image is in Concur, you do not need to keep the
Expense Reports paper copy. - : . : .
ety 4. Check out the Concur training website for detailed instructions.

Approvals

Approve items anywhere, anytime

(O] —_

Receipt =Expense | Mileage

O O




NAPCP receipt - Message (

Insert  Options Format Text  Review  Help Acrobat (_;' Tell me what you want to do

B, AA|—vs—vw EHi g, b= (2 @@ Moew o9

Bz co ' High Importance
e E 2] B I U | abe | A |. = Address Check Attach Attach Signature  Attach File - B Office
Format Painter

Book Names File- Iltem~- - vialink ¥ lowlmportance  add-ins
Clipboard M Basic Text | Names. Include Adobe Acrobat Tags IT.| Add-ins

| oS ' receipts@concur.com

1=

Subject | NAPCP receipt

=i Invoice No. 300019695 - NAPCP.pdf _ RE: NAPCP Membership
79KB Qutlook item

Attached

Send as Adobe Document Cloud link  Yes No ()




Concur Home Page

ently logged in as a test user

Administration | Help~
SAP Concur Requests Travel Expense Approvals Reporting ~ App Center ‘
Profile =
«
GRANDVALLEY
ST.’\'I{IE U.‘\i(\‘/‘.l;‘llm'\', + 00 24 62 41
e pres
New Required Authorization Available Open
Hello, Trair‘iwg Approvals Requests Expenses Reports
Start a Request
TRIP SEARCH ALERTS
. . Upload Receipts I[ . i
x R Q I.=‘ g o Triplt creates a schedule with all your i tcessible on Android or iPhone
s Simply connect your Concur account to Triplt. Not right naw
Mixed Flight/Train Search @ You haven't signed up to receive e-receipts.@ Sign up here
| Round Trip | One Way | Multi City | @ Your United States of America passport expired on [08/06:2021 |
From @
| GRR - Grand Rapids Airport - Grand Rapids, M | COMPANY NOTES

Find an airport | Select multiple airports

To g

Concur Training Toolkit

Find an aiport | Select multiple airports
This link will provide information to utilise the Concur Expense System.

m Welcome to Corporate Travel Management 3

Supporting your company’s travel management goals with personal service.

Show More
Read more

MY TASKS
MY TRIPS (0)

-
s.com/Expense/Client/ReceiptStore.asp . m . L. N m D N m — N




Details Itemizations

@ Allocate

Expense Type *

While C

reating Expense Report

Hide Receipt [£]

* Required field

[ 7026 Subscriptions

[~]

Transaction Date

Business Purpose *

03/27/2021

Enter Vendor Name

[ Fee for Surplus Store website hosting J

City of Purchase *

BIGCOMMERCE

Report Trip Purpose

[@ v ‘ Grand Rapids, Michigan

Trip Type

{ Pcard

[ 1-Normal Business

Payment Type
Pcard

Amount

Currency

69.95

US, Dollar

(4]

Attach Receipt Image

Attach Receipt

Select a receipt image or reuse one from this report:

Available Receipts Receipts in Report ‘

(+)
Upload Receipt
Image
5MB limit per file

meijer-receipt.jpg
Uploaded: 4/14/2021 2:30 PM

ifieijer

receipt.jpg
Uploaded: 4/13/2021 3:52 PM

04-13-2021 3:23:22 PM
Uploaded: 4/13/2021 3:23 PM

03-30-2021 1:59:25 PM
Uploaded: 3/30/2021 1:59 PM

Trhas ¥5
meijer
- e
L K vARd
[ e




Create New Report

* Required field

Policy * Report/Trip Name * Report/Trip Start Date *
[ *GVSU Expense Policy N } { } [ MM/DDAYYYY | }
Report/Trip End Date * Report/Trip Purpose * Traveler Type *
[ MM/DD/YYYY ‘ } [ None Selected v ] [ None Selected v }
Trip Type * Does this Expense report include personal travel? * Personal Travel dates
[ None Selected v } [ None Selected v J { }
Additional Information Report Total Fund * (1]
[ } ‘ ‘ [ Y v ‘ Search by Code }
v
ORG * (2] Program * (5]

Comment To/From Approvers/Processors
s

P d Next: Create report and add itinerary details for your travel allowances

Procedures:
Expense Report

N




Pcard

Procedures:
Security




Pcard

Procedures:
Security




Pcard

Procedures:
Security




FIFTH THIRD BANK

[ cial Card Cardholder Disp Form
Thank you for contscting us regarding a dispute on your Visa or MasterCard. Please use this form to explain the details of your
dispute. You may place additional details and multiple dispute items on the second page.

‘This form needs to be signed by the Cardbolder only. Please mail or fax this form to:

‘Mail: Fifth Third Bank, Madisonville Operations Ceater, Mail Drop IMOC2G, Cincinnati, OH 45263

Fax: (513) 358.7327

* Disclaimer: e

“Cardholder Name: © ,l.._m-,humn—hm- r-wl'lu—:
“Ameunt of Transaction: Transaction Date: *
s . n z
[ il
P I Ic---u-n-un-un- Fifth Third Service Request Namber:

1 the eard in your possession? [ Yes [ No
Please chovse the ONE that best describes your
1. O - 1 did not pasticipate or autborize this iraasaction.
2 for this purchase another way, but it still posted to my statement. | have peovided:
cash receipt [ Copies of bath sides of a canceled check
credit/debit card statement where the valid chasge appears
{Please note ane of the sbove is required before Fifth Third can assist with your dispute. )
3. O-M:wmmwmmmlﬂmmw
The valid charge posted on |- My credit cards are still in my possession.
4. © - The charge posted to my sccount for an amount different from the amount on my receipt
Ulmmlwaruymm Aifference.

2 o-lhwumwwwawu.m?&mﬂwmm I,
have ¢ merchant and the was L

1 ontacted the response
(Please specify the expected goods or services on the second page.)

Procedures:
Security

6. O-mmmummumm o unsuitable for the purpose intended.
1 anempted 1o return) the merchandise on .| have contacted the merchant and their
respanse 1o the retiem was L

|0 Need a second opinion on meschandise received for quality issues.
(Please provide details of what was wrong with the merchandise on the second page of the form, and include proof that the
goods were returned 1o the merchant, such us a tracking number.)

O - I have retrmed merchandise 1o the merchant, A copy of my credit dip is.

encluaed,
© - 1 have remrmed {or 1o return) merchandise to the merchant. 1 did not receive & credit slip because
[ I8 informed of the merchant's retum and their 10 the

=

return was
9. O - I cancelled the transaction with the merchant on . 1] wms informed of the
merchant’s 1 have contacted the merchant and the to the cancellation was

(Plesse include any contracts of correspondence to and from the merchant. )

10, © . f cancelled the hotel reservation on My comcellation number is
(I!mmdmmb«mmmﬂnnwmawm statement showing the cancellation call to the

merchant. )
. O - I do ot recognize this transaction.

O Date |




Pcard

Procedures:
Declines




W QOversight

Wed 8/18/2021 4:33 PM

P PCardCompliance@gvsu.edu

O PCard Review - Please Respond (OST20000000011441:6567)

To @ Tonya Perez-Valencia

Thank you for your continued participation in the GVSU Purchasing Card Program! To ensure the continued success of the program and to protect
cardholders as well as the University, the Procurement Services Department is continuously monitoring all purchasing card transactions.

Pcard

Procedures:
Audits

QOur purchasing card monitoring system has detected card transaction activity for you that requires additional information.

In an effort to comply with our purchasing card policy, please reply back to this email within 3 business days with the following information
attached:

1. Receipt(s) for the following transaction(s) electronically attached:

Employee:

Transaction Date: 2021-04-26
Transaction Amount: 300.42

Keyword: GIFT WRAP
Merchant Name: TARGET 00028183

Last Four of Card Numbers
2. Business purpose for transaction
If you have any questions or concerns regarding this transaction, do not hesitate to contact us, we are happy to help!
Procurement Services

616-331-2280
purchasing@gvsu.edu

Gvsu.edu/purchasing




YOU




