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Introduction & Purpose

 Whatis|t?
f LaCarte PurchasingCard






Card Controls

« Monthly Billing @cle
f Beginson the 6™ of the month, andendson the 5™ of the followingmonth

 SingleTransactiorLimits

f Dollarlimit for individualtransactions If you exceedthe dollar or transactionlimits,
your cardwill be declinedat the point of sale

fMerchantCategoryCodeg“MCC")

f Attemptsto purchasefrom restrictedand prohibited MCCawill causethe transaction
to be declinedat the POS

f Travel is prohibited with a P-Card Utilize an individual Travel Card (T-Card) or
Department’sCBA

f Food merchantsare prohibited from individual employeeuse unlessan exception
requestis madeto the Stateviathe ULM P-CardProgramAdministratorto support
the useof food merchants
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Cardholders Responsiblilities
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» Directly responsible for appropriate card use » Receiveindividual monthly paper statement from
f Sharing & lending cards is NOT allowed Bankof America,or electronically
f Thisis not a bill

» Keep the purchasing card in a safe and secure location
« Cardholdershould mark the Indexand Account,as

« Make allowable and appropriate purchases well as Activity (Eg. CV19) if applicable, on
f Personal charges are STRICTLY PROHIBITTED documents prior to submittal to the Purchasing

- Gather and assemble all supporting ©ffice,andit mustbe approvedby your Department
documentation(l.e., receipts,invoices etc.) Head

. Obtain all necessaryapprovals(l.e., Approving ® Surrender the — card upon termination of

, : - employment, or upon request of the nextlevel
Agent, FinancialManager, Grants, Foundation, supervisor, Department Head, or P-Card

etc.) Administrator
« Receiveandinspectorders f

* If salestax is charged,it is the Cardholder’s
responsibility to request a credit to the
Cardholder’saccount




Vendors’ Tax Exempt Account Numbers

Home Depot * — Tax Exempt Account Number: 5511616

Lowe’s * — Tax Exempt Account Number: 046100014

Office Depot * — Tax Exempt Account Number: 36087878

Walmart * — Tax Exempt Account Number: 192118

Walmarthasa hotline that you cancallon the spotto verify that our tax ID numberis validand that a carddoesnot
needto be presented Hotline (888)899-7267|| Mon-Fri. 7AM-5PMCT

* |f any cardholderencountersproblemsusingthese numbers,pleasecontact BrendaMyers at 2253428039 or via
emailto brendamyers@lagov

Sam’s Club — Tax Exempt Account Number




P-Card Program

« How much can | spend?

fP-Cardpurchasesre limited to anindividual’sSingleTransactiorLimit (“STL"),
not to exceed$5,000 per transaction (including shippingand handling),as
well asthe monthly CreditLimit

« WARNINGDo ot splitatransaction

fPurchasingtemsthat exceedthe STland separatingthe paymentinto two or
more transactionas NOTallowed

f Artificially splitting a purchases a violation of Statelaw
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Recelpts

» Originalreceiptsmustbe submitted Handwrittenreceiptsare NOTacceptable
* EnteraDescriptionon eachReceiptwhenuploadingto Works
* If youmisplaceareceipt,contactthe vendorto a getareplacementreceipt—thisisthe fastestand easiestmethod

« If you cannot obtain a replacementreceipt, complete a Missing ReceiptForm, which is located on the P-Card
sectionof the Purchasingpage www.ulm.edu/purchasingoffice/pcardhtml. Multiple usesof the form in a fiscal
yearwill resultin suspensiorof cardprivileges

» Receiptsmust have detailed purchaseinformation, Eg., date of
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Returns & Credits

« The Cardholder is responsible for contacting a vendor immediately and arranging
a return for replacement or credit

fDoNOTacceptcashin lieu of a credit

fRequestcredit receiptor slip, uploadto the transactionin Works,and attach
to Statement

fIn Works, allocatethe credit to the samelndexand Accountas the original
charge

fIn Works,use Commentson the related debit and credit transactionsto link
them together

fPleasenote that the credit may appear on a future statement so proper
documentation Is necessaryto make sure the credit is issued and
documentedfully
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Dispute Iltems

e Contactthe P-Card Administrator if there are any chargeson your
statementthat you do not recognize

o P-Card Administrator will direct you to complete the Statement of
Disputeditem form (Locatedon the P-Cardsectionof the Purchasing
page)

 The credit for the disputed transaction may appear in future

statementperiod. Besureto watchfor it, andlink the credit and debit
In the documentationthat is uploadedto Works,and attachedto the

Sstatement.
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Lost or Stolen Cards

* Notify Bank of America IMMEDIATELY by calling
f8884492273(availablerx24)
fZeropersonalliability
fLostor StolenCardswill be shippedto the P-CardAdministrator

fDo NOThave BOAreissuea card directly to you. All cardsmust be received
anddistributed by the P-CardAdministrator

« Upon termination/transfer, the card must be cancelled and returned to the
Purchasing Departmentdo not destroy the card yourself
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Reporting of Fraud

« Any recognizedor suspectedmisuseof the P-Cardshould be reported to the
ProgramAdministrator,and may be anonymouslyreported to the StatelLouisiana
InspectorGeneral’'f-raudand AbuseHotlineat 8668012549
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Other Important Information

P-Card is to be used for official ULM < Failureto complywith all P-Cardpolicies

businesonly are procedureS may result In the
« Will NOTaffectyour personalcredit following .
_ e _ f Payrolldeduction
* Violators of policiesand procedureswill f Accountsuspension/deactivation
be subjectto disciplinaryaction f Permanentossof the card
« CAUTIONIOLATIONS f Notification to administration, internal
f Personabr unauthorizedpurchases Sgﬁ“cté Human Resources,and University

f Splitpurchases POSS| :
ossible employment suspension or
f Alcohol ftermination POy P

» YourP-Cardis NOTtied to YourBudget

f It is the responsibilityof the Cardholderto
verify sufficient funding exists in the
specified budget and expenditure code
PRIORo initiating the P-Cardtransaction
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Annual Mandatory Requirements

o All







Works Workflow Process for Cardholders

Purchase is Made

Transaction Posts to Works
Cardholder Receives Notice of a Pending Task in Wor
Cardholder Signs Into WorkKkx(per Week, at a minimum)

Cardholder Reviews Transaction Details

Cardholder Allocates Transaction

Cardholder Attaches Receipt and Supporting Documente

Cardholder Signsff on Transaction in Works




Cardholder Regular Activities in Works

All Cardholders must login to Worasleast weeklyo:

* Review transactions in Works
f Match amount and vendor to receipt; Ensure no LA taxes were charged

o Enter comments and/or item description for each transaction

* Upload detailed, original receipts, sygnsheets (when applicable), and
additional approvals (when applicable)

e Add account codes to the GL segments
f GLO1 = Index
f GLO2 = Account
f GLO3 = Activity (E.g., CV19)

 Electronically sigioff on each transaction
f Transaction is then sent to Approver in Works to review and affyn-
f Credit balance is refreshed once sigradtiby Approver

P-Card Training




Cardholder Monthly Statement Activities

. ;? J‘ a transaet: ns and matftr transaegt-ns n r.s
f Match amount and vendor on paper statement and receigi Ensure no LA taxes were
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Cardholder Transaction Skgifif iIn Works

e Loginto Works https://payment2.workscom/works/home

 Clickon SignOff PendingTransactiongrom the home pageActionltemsfield

e Openthe Transactiordrop-down menuby hoveringoverthe TransactiorNumber
 Clickon Allocate/ Editto updatethe GLfields

» Clickon ManageReceipts Add the receipt by clickingAdd, then New Receipt
Upload the receipt adding the date of the receipt and a description of the
purchasethen clickOK

» After allocating, adding the receipt and description, signoff either using the
drop-down menu for eachtransaction,or by placingcheckmarksnext to all of
the completedtransactionsand clickingSignOff at the bottom of the page
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Electronic Billing Cycle Log

» Loginto Works https://payment2.workscom/works/home

» Clickon Reportsfrom the homepage
» ClickTemplateLibraryin the dropdown
» ClickonBillingCyclePurchasd.og

» Clickon Modify/Run. It shoulddefault to the previousBilling Cyclein the PostDate Field If not,
selectthe PreviousCycle

» Scrollto the bottom andclickSubmitReport(mustbe printedin PDF)
 TheCompletedReportsscreenappearswhenthe reportit is



Works Workflow Process for Approvers

Approver Receives a Pending Task Email from \Works

Approver Signs Into Works

Approver Reviews Allocation, Receipt and Supporting
Documentation

Approver Signsff Transaction in Works

(by the 28 of every month)
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P-Card Compliance

Perthe Stateof Louisiana’€orporateLiability“LaCarte”’PurchasingCardand CBA
Policy

“Cardholders program administrators, program users, supervisors/approving
officials, auditors or anyoneassoc]|TJSia(v)2(i)-1(s)1(0)2(r)14-1(s)1(0)0 Tw 3.705 01 «



Contacts

ULM Purchasing Department Bank of America
« Kelly Moravek  Lostor StolenCard *
Assistant Director of Purchasing Phone:  888.449.2273
& PCard Administrator
: e Fraud *
Phone: 318.342.5209

Email: moravek@ulm.edu Phone:  866.500.7(50049.)1.7(249C /

e Cheri Perkins
Director of Purchasing
Phone: 318.342.5210
Email: perkins@ulm.edu
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Appendix- P-Card v. 9Card / CBA Works Login

e &7 r'gan zat: n:

P-Card Log in to Works
U _‘\&"" ‘\l.;_r”
ma y T Fesna @ o, dih

- g'nNasng: — 10123
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T-Card / CBA Log in to Works:
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Goto: https:// paymenR.workscom/works/session

By selectingthe Organization youwant to getinto, it directsyou

to the appropriateinstanceof Works You'llseethat your login

name is different for each,but your email addressis the same,
and you can have the same passwordon both systemsif you

choose If a drop-down box isn’t availablenext to Organization,
by putting in your email addresswith the correct log in and

passwordyoushouldgetyouinto the correctsystem

If you don’'t recall your password, click on ‘Forgot Your
Password’
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