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Purchasing Card  Knowledge Building 
(12/17/2024) 
1. Title 

1.1 The University of Pennsylvania Purchasing Card Program 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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2. Training Help 

2.1 Navigation Tip 

 

Notes: 

Click the different numbered markers to explore the various features of this module. You do not have to complete the course 
at one sitting.  You may stop the course at any time and resume later.  When you return to Workday  Learning, click ‘Resume 
Course’.  You will have the option to resume where you left off or start from the beginning.   
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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3. Intro 

3.1 Credit Card Guidance Matrix 

 

Notes: 

 
 

3.2 The Purchasing Card Program 

 

Notes: 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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3.3 PaymentNet 

 

Notes: 

 
 

3.4 Commodity Matrix 

 

Notes: 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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3.5 Commodity and Supplier Restrictions Page Matrix 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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4. Credits 

4.1 Credits 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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5. Objectives 

5.1 Training Objectives 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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6. Program Policies 

6.1 Program Policies 

 

Notes: 

 
 
 

6.2 Policy Summary 

 

Notes: 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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7. Program Policies: Commodity Restrictions 

7.1 Commodity Restrictions 

 

Notes: 

 
 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Marketplace Suppliers (Slide Layer) 

 

Travel (Slide Layer) 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Contracts & Agreements (Slide Layer) 

 

Vehicle Service (Slide Layer) 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Catering (Slide Layer) 

 

Alcoholic Beverages (Slide Layer) 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Radioactive (Slide Layer) 

 

Other (Slide Layer) 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Research Animals (Slide Layer) 

 

8. Program Policies: Account Restrictions 

8.1 Account Restrictions 

 

Notes: 

 
 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Sponsored Projects (Slide Layer) 

 

Gifts & Endowments (Slide Layer) 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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9. Program Policies: Transaction Limits 

9.1 Transaction Limits 

 

Notes: 

 
 
 

Sponsored Projects (Slide Layer) 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Gifts & Endowments (Slide Layer) 

 

10. Roles and Responsibilities 

10.1 Roles and Responsibilities 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Next Button (Slide Layer) 

 

10.2 Manager 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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10.3 Online Application Approver 

 

Notes: 

 
 

10.4 Transaction Approver 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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10.5 Card Holder 

 

Notes: 

 
 

10.6 Reallocator 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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11. Compliance & Liability Issues 

11.1 Best Practices 

 

Notes: 

 
 

11.2 Administrative Misuse 

 

Notes: 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000


 

 
This training available in Workday Learning: Purchasing Card Knowledge Building               12/17/2024 

 
 
 

11.3 Personal Misuse 

 

Notes: 

 
 
 

11.4 Liability Information 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Notes: 

 
 
 

11.5 Record Retention 

 

Notes: 

 
 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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12. Summary 

12.1 Authorized Use Summary 

 

Notes: 

 
 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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13. Quiz 

13.1 Quiz Instructions 

 

Notes: 

 
 

13.2 Quiz 
Draw 10 questions randomly from Question Bank 1 

Notes: 

 
 

13.3 Quiz Results 
(Results Slide, 0 points, 1 attempt permitted) 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Results for 

13.2 Quiz 

 

Result slide properties Passing Score 

100% 

 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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Success (Slide Layer) 

 

Failure (Slide Layer) 

 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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14. Reference & Resources 

14.1 Application & Other Resources 

 

14.2 Card Program Administrator 

 

This training is available in Workday Learning : (PennKey authentication required) 

Purchasing Card Knowledge Building 

https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?type=9882927d138b100019b928e75843018d&record=36f41bcc89ef1001026792f4bd7c0000
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