September 2025
Requesting a New pCard/gCard

1. Inthe Workday search box, type Create Request
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2. Select Create Request, and under Request Type, select Purchasing Card Request Form: pCard and

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

the training FIRST — the certificate must be attached to your request.

Purchasing Card Request Form: pCard/gCard 3¢

This request form will be used by employees who would like to request a NEW FAU pCard or gCard.
If you need to change an existing card account, use the Purchasing Card Request Form: Modi i
Please complete the following information and enroll in thq pCard certification training here or by entering this URL in the address bar: canvas.fau.edu/enroll/PCLP9K. |

Florida Atlantic University Purchasing Card Program(s)

= FALL VISA pCard (Commodities Only)
= FAL: VISA pCard (Commodities & Travel)
= FAL: VISA gCard (Gas Card)
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4. Fill out all your information — please ensure that these all matches your work profile in Workday.

Enter employee’s FAU email address.
(Required)

4
Enter employee's FAU phone number.
(Required)

4
Enter full name of empleyee’s supervisor.
(Required)

4
Provide Z number of employee's supervisor (e.g. Z12345678).
(Required)

4
Provide Vice President unit, College (if applicable), Department, and Business address.
(Required)

4

m ( Save for Later ) ( Cancel )

5. Please make sure to read the section below thoroughly. The link to our Policies and Procedures can be found

here. Save the PCard Manual link to reference before making any purchases.

| AGREE TO THE FOLLOWING REGARDING THE USE OF THE PURGHASING GARD INCLUDING GAS GARD ASSIGNED TO ME FOR OFFIGIAL STATE BUSINESS (pGard) commodities and/or travel

1.1 understand that | am being entrusted with a powerful and valuable tool and will be making financial commitments on behalf of the STATE OF FLORIDA and will strive to obtain the best value for the STATE

2.1 understand that under willl g Card to make p purchases, either for myself or others. Willful intent to use the Purchasing Card for personal gain or use may result actions up to and i employment and prosecution to the extent permitted by law.
3.1 wil follow Florida Law and FAU purchasing policies, and established guidelines for using the Purchasing Gard. Failure to do sa may result in efther revocation of my card privileges o other disciplinary action

4.1 agree toreview and reconcile ransactions timely and will maintain ail applicable information and receipts in accordance with FAU policies.

bedue

5.1 agree that, should | violate the terms of the Agreement, I will be subject to disciplinary action up to and including termination of employment and, that | il reimburse FAU for all incurred charges and any o ion of Additionally, that 1 owe may from
salary or wages, in accordance with Rule 3421004, FAC.

6.1 acknowledge that | have access 10 the applicabie FAU Purchasing Card Procedures Manual

7.1 understand that if my card allows for travel that all University travel on the pCard shall comply with Section 112.061, Florida Statutes and the guidelines established by FLORIDA ATLANTIC UNIVERSITY. A summary of the travel guidelines are available online using the link below.

ol asta the Soloning i seacch b 1o ey
f&u.mps. pol c-procedures. pa|

8.1 acknowledge that | will attend the applicable Purchasing Card Treining for FAU when scheduled and that anending wrainingis a prerequisite 1o receiving the applicable program Purchasing Card
9. | understand that | cannot take out any cash advances using the pCard.
(Required)

1 cerify.

7)1 donot certify.

, including
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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 defaulting

to the standard profile for PCard/gCard. You must provide a justification for the need for a PCard/gCard.

CIILET TEIFLE INTONTIEUON N e 1EXL DUX DEIOW. CAGN 01 NE IEIMIS DEIOW MNEEU LU DE duuresseu.

- Request pCard or gCard and include applicable limits

» Standard profile for pCard $4,999 per transaction/$5,000 monthly limit
+ Standard profile for gCard $100 per transaction/$300 monthly limit

- Other Request: If other, please provide lower card limit profile.
‘. 2

Provide the FAU SmartTag (TAG123456) that will be used for the FAU Visa pCard/gCard.
(Required)

‘ 4

Provide the cost center manager's full name and Z number (e.g. Z12345678).
(Required)

‘. 4

Provide brief description justifying the need for a pCard/gCard.
(Required)

‘_ y

7. Please upload the pcard training certificate, and written Cost Center Manager approval as a PDF before
submitting.

Upload supporting documentation (PDF or Excel aniy) for this request if applicable

Drop files here

=

8. After all the required information has been filled out and attached, select Submit

-
B Submit [ Save for Later )( Cancel :J
[ |




After your request has been submitted —

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

[E  Anitems
(©  Saved Searches v
£  Filters o
Archive

Bulk Approve

£ Manage Delegations

Archive

Q  Search: Archive

7% Advanced Search

Check Budget (Financial) for Spend
Authorization

03/24/2025- Canceled

Spend Authorization: SPEND_AUTH-
0000805

(Z23621899) on 04/10/2025 for 150.00
usp

Due: 03/21/2025

03/24/2025 - Canceled

Requisition: REQ-0000189787,
Requester:
(£23621899), Date: 03/24/2025, Amount:

L

03/24/2025

03/24/2025

03/24/2025

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 questions, please feel free to contact PCard @fau.edu.



