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Reques�ng a New pCard/gCard  

1. In the Workday search box, type Create Request  

  

2. Select Create Request, and under Request Type, select Purchasing Card Request Form: pCard and  

gCard - select OK  

  

3. The link to the Canvas PCard training can be found at the very top of this request. Please complete  

the training FIRST – the cer�ficate must be atached to your request.   
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4. Fill out all your informa�on – please ensure that these all matches your work profile in Workday.   

  

  

5. Please make sure to read the sec�on below thoroughly. The link to our Policies and Procedures can be found 
here. Save the PCard Manual link to reference before making any purchases.   
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6. Please fill out all the boxes below. Failure to do so could result in your request being sent back or defaul�ng 

to the standard profile for PCard/gCard.  You must provide a jus�fica�on for the need for a PCard/gCard.  

  

7. Please upload the pcard training cer�ficate, and writen Cost Center Manager approval as a PDF before 
submi�ng.  

  

8. A�er all the required informa�on has been filled out and atached, select Submit  
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A�er your request has been submited –   

- You can check where the request is by going to your Workday inbox (next to your picture).    

  

- In the Archive tab, you will see your latest submissions, look for your request. You can open the request 

and look at the Business Process tab. This will tell you who currently needs to approve the  

request, if it has been sent back to you or if it has been fully approved.   

   

Note: The bank typically takes 3-5 business days to send your card to us. PCard@fau.edu will send an email once 

we have received your card. You will need to pick up at AD-10 RM 149, please bring any form of picture  

ID. If you have any ques�ons, please feel free to contact PCard@fau.edu.   


