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How to Modify P-Card Request 
Please note this is a form used by employees with an EXISTING FAU pCard or gCard.  

1. On the Workday search box, type in, Create Request 

 

2. Select Create Request, and under Request Type, scroll to Purchasing Card Request Form: 

Modify Existing P-Card and select OK  
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3. Fill out all required information on the Purchasing Card Request Form by following the 

instructions thoroughly. Please note - written approval from Cost Center Manager must be 

attached along with a detailed justification for the change.  

 

 

4. Please ensure to read the section below thoroughly as you are certifying you have read and 

understand the above. Please note: a link to the PCard manual and the Expense/Travel Manual 

are provided. Make sure to save them and reference them when making purchases.  
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5. Select the modification needed 

Purchasing Card Limits – most changes are temporary therefore a specific end date must be 

provided. Please note that your credit limit and single transaction limit are two separate things. 

If both need to be adjusted, please state so and note that these cannot be the exact same 

amount.  

 

6. Fill out the required fields and ensure full names are provided.  
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7. Attach Cost Center Manager Approval as PDF in the attachment section (very bottom of 

request) 

 

8. When finish, select Submit. 

 


