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Focus

UPDATE AND STREAMLINE 
PROCEDURES

EMBRACE AND ENHANCE 
UTILIZATION OF 
TECHNOLOGY

CUSTOMER SUPPORT, 
TRAINING AND RESOURCES



Purchasing Card Process Changes

• Fiscal Services Pain Points

o Payment Due Date

o Manual Entry 

▪ 85 Statements

▪ 300-500 Lines of Entry

• End User Pain Points

o Short turn-around time to code transactions

o Difficult and time-consuming forms

o Manager approval delays



P-Card Internal Process Improvements
• Creation of P-Card Suspense Account 45002

o P-Card bill will be paid pre-coding of user expenses

o Remove Urgency Around Payment

• Expenses will be posted to single Fund/Org based on Card holder

o Fiscal Services will generate expense transfer by end of month 



P-Card End User Improvements
• Statement Coding Improvements

o Statements due 10th of the month

o Revised Format - Excel spreadsheet prefilled with transaction data

▪ End user responsible for entry of purchase description and FOAP entry

▪ Excel spreadsheet allows user to sort transactions and add expanded information



P-Card Approval Workflow
• Fiscal Services will initiate 

workflow

o End User attach Completed Excel 

and Scanned Receipt Document

o End User also sends soft copy of 

Excel to assigned AP Specialist

▪ AP Specialist can begin to review and 

format their entries

• Fiscal Services can monitor 

progress and send reminders

▪ AP Specialist can review receipts 

when uploaded – even before 

Manager review



End User Survey

• Email to all Card Holders for November Statement Change

• Includes link to short survey:

o Document approval workflow – including delegates

o Identify training needs and formats for process change support

P-Card Agreement Update

• Implementing routine refresh

o No policy changes- Record keeping update

o Accompanied with reminders on P-Card guidelines
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QUESTIONS FEEDBACK AREAS OF 
CONCERN


