Purchasing Card Knowledge Building
(12/17/2024)

1. Title

1.1 The University of Pennsylvania Purchasing Card Program

Policies and Procedures

This module contains NO audio

Notes:
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2. Training Help

2.1 Navigation Tip

Training Module Tip

=' You do not have to complete the course
at one sitting; you may stop and resume
later.

When you return to Workday Learning,
click 'Resume Course.’

Suppliers.

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.
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3. Intro

3.1 Credit Card Guidance Matrix

The Purchasing Card Program

Note: This training moaule Is
specific to the Purchasing Card
Program.

If-you-have-guestions about-which —
University Card Program meets your |28 =
needs, please see the

on the Purchasing ——
Services web site. E%_

THE PCARD PROGR

Notes:

3.2 The Purchasing Card Program

The Purchasing Card Program

The Purchasing Card--also known as the PCARD--is one
of several Card Programs, each with a different
purpose and permitted uses.

The PCARD is specifically intended for use by staff and
faculty for low dollar one time purchases from external
suppliers not otherwise available through the Penn
Marketplace or Purchase Order Suppliers.

THE PCARD PROG

Notes:
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3.3 PaymentNet

The Purchasing Card Program &
PaymentNet

Individuals issued a PCARD are responsible for using
PaymentNet (the on-line purchasing card management
system) to:

« Review their transactions,
» Generate monthly Statements of Account,
« Follow-up on charge disputes, if needed.

Tip: See the Payment Net Application section of the
for specific instructions and how-to information.
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Notes:

3.4 Commodity Matrix

The Purchasing Card Program &
| The Commodity Matrix

—

Tip: Use the reference tool on the
Purchasing Services web site to help determine if the
Purchasing Card is appropriate for a planned purchase!

THE PCARD PROGR ;

Notes:
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3.5 Commodity and Supplier Restrictions Page Matrix

The Purchasing Card
Commodity & Supplier
Restrictions Page

(a4

O The

@) page--also on the Purchasing Services web site--provides
E additional specific detail.

a

m T e T S
S Card Usage Guidelines

o.

(TT]
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Notes:
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4. Credits

4.1 Credits

& Penn Division of Finance

Created by:

Purchasing Services
&

The Financial Training Department
Copyright © 2025
The University of Pennsylvania

Technical Problems/Feedback? Email:

Content Feedback?:

Notes:
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5. Objectives

5.1 Training Objectives

Training Objectives

O
@)
(=4
o
a Review the University Policies and Procedures related to
o the Purchasing Card (PCard).
5 » Review related compliance information.
Q. e Provide additional resources for appropriate PCard use.
LLl
o
[
Notes:
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6. Program Policies

6.1 Program Policies

UNIVERSITY POLICY #2303

Use of a Purchasing Card

e All Purchasing Card Program procedures are based on
University

« In addition to University policies, your School or Center
may have specific additional requirements--be sure to
check with your Business Office for details.

e Click the link above to view the full text of

After you have read the full policy, click the next arrow >

7
—
v
|
o
o
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o
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UNIVERSITY POLICY #2303

Key Policy Items Include:

« Authorization rules regarding having and using a PCard.
« Specific allowable uses of a PCard.
 Rules concerning inappropriate use of a PCard.

« Spending limits.

TIP: This is summary info only. Be sure you have read and
understand the complete policy before using the PCard'

PROGRAM POLICIES

Notes:
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7. Program Policies: Commodity Restrictions

7.1 Commodity Restrictions

Commodity Restrictions

The items listed below generally should not
be purchased with the PCARD.

L

W T

9 M:;I;:Ii:::::e Vehicle Service

=l ‘ :

8 Travel Services Catering Services

E Contracts & Alcoholic

< ~ Agreements Beverages

% l::al:it;;a::glv € Research Animals

n: Other ‘
s R

Notes:
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Marketplace Suppliers (Slide Layer)

-~ Commodity Restrictions

The items listed below generally should not
be purchased with the PCARD.

T

Chianicall Research Animals

Other Click each button for additional info.

You must view all before you may continue

wh

Ll

&) Market]_:lace Vehicle Service

= Suppliers i

- Goods and/or services

O Travel Services Catering Services alal Ia'ble from

o suppliers in the Penn

E Contracts & Alcoholic Market;_) lageisihic
Agreements Beverages made via the. HEN

< Buys Purchasing

o Radioactive, System.

(14

2

Travel (Slide Layer)

- Commodity Restrictions

The items listed below generally should not
be purchased with the PCARD.

e

Other ‘

Click each button for additional info.
You must view all before you may continue

ol
E e . Travel related expenses
QO bt Vehicle Service ~ (including meals at
= Suppliers
o e restaurants) should not
be ch d to the PCard.

O Travel Services Catering Services e
(a Exceptions may include:
E Contracts & Alcoholic eConference and
< Agreements Beverages Registration Fees

i i Amtrak Tickets
m Radloa_ctlve, Research Animals e
(L) Chemical...
2
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Contracts & Agreements (Slide Layer)

-~ Commodity Restrictions

The items listed below generally should not
be purchased with the PCARD.

—

wh

w -

QO Mg rkeli!:lace Vehicle Service

: uppliers The PCard may not

| be used to make

O Travel Services Catering Services purchases where a

o )  Supplier contract or

p— Contracts & Alcoholic agreement is required,

< Agreements Beverages regardless of dollar
= - f | amount.

o Radloa_ctlve, Research Animals

(L) Chemical... ‘ |

14

[a

Vehicle Service (Slide Layer)

~ Commodity Restrictions

1 The items listed below generally should not
be purchased with the PCARD.

ol

W —

QO Market!:lace Vehicle Service

—_— Suppliers

= _

O Travel Services Catering Services The PCard may not bE_’
a1 { | used to purchase vehicle
p— Contracts & Alcoholic | service, maintenance, or
o | Agreements | Beverages  Tuclng

e Radloa_ctwe, Research Animals

(L) Chemical... ‘ .

2
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Catering (Slide Layer)

-~ Commodity Restrictions

The items listed below generally should not
be purchased with the PCARD.

—

Marketplace ) | . .| A Purchase Order
? Vehicle Service : :
Suppliers must be issued prior to
obtaining Catering

Travel Services Catering Services Services.

Purchasing Services

Contracts & LRI must review and sign

SR Agrecments e Beverages the caterer agreement
Radioactive, ‘R R | prior to final PO
Chemical... | esearch Anima sl approval.

PROGRAM POLICIESHS

Alcoholic Beverages (Slide Layer)

~ Commodity Restrictions

1 The items listed below generally should not
be purchased with the PCARD.

el Vehicle Service

Suppliers
) . ) The Purchasing Card
Travel Services Catering Services ., ay not be used to
. ~ buy Alcoholic
Contracts & Alcoholic Beveragesl SUCh as
__ Agreements Beverages wine & spirits.
Radloa_ctlve, Research Animals
Chemical... | |

PROGRAM POLICIESHS
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Radioactive (Slide Layer)

-~ Commodity Restrictions

The items listed below generally should not
be purchased with the PCARD.

—

wh
w
&) Market!:lace Vehicle Service
: Suppliers

| The PCard may not
O Travel Services Catering Services  pa sed to buy
G »  radioactive, chemical,
E Contracts & Alcoholic reagents, drugs, or
< Agreements Beverages biological materials.
£z Radloa_ctlve, Research Animals
(L) Chemical... ‘ |
(14
2

Other (Slide Layer)

~ Commodity Restrictions

1 The items listed below generally should not
be purchased with the PCARD.

" sSupplier gift cards

Other

ol
w T/
&) Market!:lace Vehicle Service :
— Suppliers Other items that may
o~ | hot be purchased using
8 Travel Services Catering Services  the PCard include:
E Contracts & Alcohalic | eExpress _mail oS vices
< _ Agreements Beverages eConsulting Services

= . ( . eThe payment of any
o Ra: |oa_ctllv & Research Animals type of insurance
8 Chemical... ‘ premium
(2
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Research Animals (Slide Layer)

-~ Commodity Restrictions

The items listed below generally should not
be purchased with the PCARD.

—

Chemical...

Research Animals

) i

w, -

&) Market!:lace Vehicle Service

: Suppliers

o ) ) ) The PCard may not be
Travel Services Catering Services used to purchase

o ‘ .  research animals or

p— Contracts & Alcoholic related goods, such as

< Agreements | Beverages | caging.

ﬂ: Radioactive,

2

8. Program Policies: Account Restrictions

8.1 Account Restrictions

Account Restrictions

There are also certain restrictions on the
type of default account that may be used

’ with a PCard.
L]
9 Sponsored Projects
|
@
o )
Gifts &
E Endowments
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Sponsored Projects (Slide Layer)

- P Account Restrictions

There are also certain restrictions on the
type of default account that may be used
with a PCard.

) A Sponsored Project (Grant) fund may
Sponsored Projects ot pe used as the “default” account for
a Purchasing Card.

' However, charges made to a PCard may
Gifts & be reallocated to such a fund, when
Endowments appropriate.

Any transactions charged to a grant
must follow all financial and supporting
documentation requirements for
sponsored projects, as well as any
requirements of the specific grant.

Account Restrictions

There are also certain restrictions on the
type of default account that may be used
with a PCard.

Sponsored Projects Additional School/Center Senior Financial
Officer approval is required to use a gift

' or endowment fund as a default account
for a Purchasing Card.

Gifts &

EreTET e A Gift and Endowment Certification

Letter must be completed in addition to

the standard application forms. Also:

o Hilyilty rtireBsdustitdditicbeicsad
dabirdipeistfitwerat foatitdins, an
resangs&ons...
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9. Program Policies: Transaction Limits

9.1 Transaction Limits

PROGRAM POLICIES

Notes:

Transaction Limits

Standard transaction limits for University
Purchasing Cards:

» Each purchase must be less than $2,500.

Please keep in mind that charges may not be split in order to
avoid the $2,500.00 limit.

* No more than 25 transactions per day; 800 per month.

e The monthly purchase limit is $10,000. This limit is
reset at the end of each billing cycle, which runs from
the 28th through the 27th of each month.

Contact the Card Program Administrator to request limit-exceptions
above or below the standard dollar or transaction fimits.

Sponsored Projects (Slide Layer)

PROGRAM POLICIES

Transaction Limits

Standard transaction limits for University
Purchasing Cards:

 Each purchase mustdmniessdifan€2 808nt) fund may

Please keep in nitRE RS ChRIES HAF nSl@ it iR sasriior
avoid the $2, 50080BYfsRasing Card.

owever, charges made to a PCard ma

¢ No more than 25 E@F@Q@Wﬁ@ﬂa&@g@wmmﬁ
appropriate.

e The monthly purchase limit is $10 000. This limit is

reset at the end it q’t
ek o 0

1nsore

Contact the Car05 B rarm }I)' zf) /m' (;c j} ag) es? ? m)t" except/ons
bk SIATEIP SIS ST e BRSNS BE o i
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Gifts & Endowments (Slide Layer)

Transaction Limits

Standard transaction limits for University
Purchasing Cards:

e Each purchase m%sg;apt e |ess than

ona School%e’nter Senjor Financial

Please keep in m ,52? 2t e BPK 1R AU B S5 Gift
avoid the $2,500, %wment fund as a default account

a Purchasing Card.
e No more than 25 transactlons per day; 800 per month.
A Gift and Endowment Certification

« The monthly pur E’I ptef) f's‘?ﬂ‘ﬁl ig to
reset at the end 0 ﬁl' é’ (:Tét’ﬁfh aﬁ"FElné fPom

the 28th through the w&hgﬁﬁmw%mmm

PROGRAM POLICIES

10. Roles and Responsibilities

10.1 Roles and Responsibilities

Roles and Responsibilities:

ONLINE CARDHOLDER REALLOCATOR TRANSACTION MANAGER
APPLICATION APPROVER
APPROVER

Click each button for additional info.
You must view all before you may continue

Notes:
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Next Button (Slide Layer)

Roles and Responsibilities:

P \ |
4 ‘
] { |
- |

ONLINE CARDHOLDER REALLOCATOR TRANSACTION MANAGER
APPLICATION APPROVER
APPROVER

Click here to continue...

10.2 Manager

MANAGER

At least one individual must be assigned the
role of MANAGER in each School/Center.

(%)

=+ Has access to see information for all transactions within

(@) their School/Center or Organization.

3‘, e Provides program oversight & Self-Assessments/Audits.

(28] ; >

oz * Provides access to summary and audit reports on a

o3 monthly basis. Sample reports include:

w e Cardholder Listing by Hierarchy

5 s Avaflable Limit by Low Available Balance

0 s Decline Listings

P e Disputed Transaction Reports
Notes:
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10.3 Online Application Approver

TN

A

ROLES & RESPONS

ONLINE APPLICATION APPROVER

Approves Purchasing Cards applications from
within PaymentNet.

» The Online Application Approver will be notified of any
pending Purchasing Card applications via email.

e To approve an application, the Approver will log into
PaymentNet and use their “Application Approver” role to
add a default account number before submitting the
application to a second approver(BA) for final departmental
review..

» Additional detail regarding application approvals can

be found in the 5
Click here to continue...

Notes:

10.4 Transaction Approver

TRANSACTION APPROVER
Has financial responsibility for the purchases
7 made by one or more Cardholders.
4

%)

2 e+ Reviews the Cardholder's Statements of Account on a

(@) monthly basis.

& « Verifies that proper documentation is attached.

ﬁ « Confirms adherence to PCard policies.

o

W

(TT]

—

2

Notes:
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10.5 Card Holder

5

A CARDHOLDER

Initiates Purchasing card transactions in
accordance with University policies and
procedures, the cardholder agreement, and
School/Center specific requirements.

£  Confirms when the PCard is an authorized buying method.
2 e Provides purchase & delivery information to the Supplier.
m e Provides tax exempt information when required.
<« Provides the business purpose of the transaction to their
o Transaction Approver & Reallocator.
m e Reviews their Monthly Statement of Account.
=l . Verifies receipt of goods...Resolves disputes...Reports lost
8 or stolen PCards. Click here to continue...
Notes:
10.6 Reallocator

Notes:

REALLOCATOR

Updates Purchasing Card journals in the
BEN Financials System.

'ROLES & RESPONS

¢ Uses the Cardholder's transaction documentation and
indicated business purpose of the transaction to update
automated unposted journals in the BEN Financials
System.

» Corrects posted journals as needed.

Click here to continue...
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11. Compliance & Liability Issues

11.1 Best Practices

BEST PRACTICES TO KEEP YOUR

DDOOADDDNOMNEE

FUVCARDU OArc

As an authorized agent of the University, a
Cardholder assumes the responsibility for the
protection and proper use of the Purchasing
Card.

« The Purchasing Card may only be used by the individual
whose name appears on the card.

¢ The PCard and card number must be safeguarded
against use by any unauthorized individuals.

e Other resources include:

<
w—
o
=
o)
O
=
<
P>
O
@)
&
[«

ADMINISTRATIVE MISUSE

Purchasing Card privileges will-be-suspended
or terminated in instances of misuse. Improper
use of the PCard may also result in disciplinary
action, up to and including termination of
employment.

Administrative Misuse examples include:
e Lack of proper and timely reconciliation of accounts.

« Splitting charges to avoid per transaction or competitive
bidding requirements.

e Using the PCard for restricted commaodities or Suppliers.

» Circumventing supplier restrictions or procurement
strategies as defined by Purchasing Services.

PROGRAM COMPLIAY]

Notes:
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11.3 Personal Misuse

PERSONAL MISUSE

Purchasing Card privileges will-be-suspended
or terminated in instances of misuse. Improper
use of the PCard may also result in disciplinary
action, up to and including termination of
employment.

Personal Misuse examples include:
 Personal purchases.

¢ Assignment or transfer of an individual Purchasing Card
for use by an individual other than the authorized
Cardholder.

 Use of a Purchasing Card by a suspended or terminated
employee.

PROGRAM COMPLI

11.4 Liability Information

LIABILITY

The University Purchasing Card
is a MasterCard Commercial Card
and as such has corporate liability.

« Cardholders are notsubject to a personal credit check.

« University Schools and Centers are not liable for
transactions made by a terminated employee, once
termination of the account has been provided to the Card
Administrator by the School or Center.

PROGRAM COMPLIA
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Notes:

11.5 Record Retention
RECORD RETENTION
Note that University record retention policies
require that financial records be kept for a
- period of seven (7) years.
.|
o
=
o
&
= e In addition, financial records for items charged to a
é Sponsored Project must be kept for seven (7) years
o from the end of the project.
O
(14
[
Notes:
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12. Summary
12.1 Authorized Use Summary

Authorized use

In summary, the University Purchasing Card may
be used when the purchase Is:

« ...being made on behalf of the University.
o ...for less than $2,500.00.

s ...for an item which lists
the PCard as an
authorized buying meth
on the Commaodity Mat

Notes:
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13. Quiz
13.1 Quiz Instructions

Quiz Instructions

You must successtully pass the following Quiz
with a score of 100% to complete this training.

« If necessary, you may take the Quiz more than once,
however the series of questions and answers may
change each time.

¢ After you have
successfully completed
the Quiz, don't forget to
submit your Purchasing
Card Application, if you
have not done so already
(new cardholders only)!

Notes:

13.2 Quiz

Draw 10 questions randomly from Question Bank 1

Notes:

13.3 Quiz Results

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

Your Score: 0% (0 points)

Passing Score: 0% (0 points)

Result:

Results for

13.2 Quiz

Result slide properties Passing Score

100%
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Success (Slide Layer)

Results

Your Score: 0% (0 points)

Passing Score: 0% (0 points)

Result:

/ Congratulati

Failure (Slide Layer)

Results

Your Score: 0% (0 points)

Passing Score: 0% (0 points)

Result:
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14. Reference & Resources

14.1 Application & Other Resources

Application & Other Resources

If you have not already done so, please
complete your Purchasing Card application.

¢ For additional information or future reference,
please see the Purchasing Card Program page.

¢ To review Authorized Buying methods
for specific products or servi
see the Commodi

« For additional informatio
Purchasing Card applications, plee
Online Application Approver G

L.

14.2 Card Program Administrator

Card program Administrator

7o contact the Card Program Administrator:

email: purchasingcardsupport@upenn.edu
phone:  215-898-3606

e For assistance regarding a lost or stolen PCard,
canceling a PCard, transferring
to another School, Center
or fo_r other questions r Ehck hare to
to this Program, please conte ct FINISH this
the Card Program Administrator. F¥EHF T TR ()

\ your results

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

..

Purchasing Card Knowledge Building

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



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

	1. Title
	1.1 The University of Pennsylvania Purchasing Card Program

	2. Training Help
	2.1 Navigation Tip

	3. Intro
	3.1 Credit Card Guidance Matrix
	3.2 The Purchasing Card Program
	3.3 PaymentNet
	3.4 Commodity Matrix
	3.5 Commodity and Supplier Restrictions Page Matrix

	4. Credits
	4.1 Credits

	5. Objectives
	5.1 Training Objectives

	6. Program Policies
	6.1 Program Policies
	6.2 Policy Summary

	7. Program Policies: Commodity Restrictions
	7.1 Commodity Restrictions
	Marketplace Suppliers (Slide Layer)
	Travel (Slide Layer)
	Contracts & Agreements (Slide Layer)
	Vehicle Service (Slide Layer)
	Catering (Slide Layer)
	Alcoholic Beverages (Slide Layer)
	Radioactive (Slide Layer)
	Other (Slide Layer)
	Research Animals (Slide Layer)


	8. Program Policies: Account Restrictions
	8.1 Account Restrictions
	Sponsored Projects (Slide Layer)
	Gifts & Endowments (Slide Layer)


	9. Program Policies: Transaction Limits
	9.1 Transaction Limits
	Sponsored Projects (Slide Layer)
	Gifts & Endowments (Slide Layer)


	10. Roles and Responsibilities
	10.1 Roles and Responsibilities
	Next Button (Slide Layer)

	10.2 Manager
	10.3 Online Application Approver
	10.4 Transaction Approver
	10.5 Card Holder
	10.6 Reallocator

	11. Compliance & Liability Issues
	11.1 Best Practices
	11.2 Administrative Misuse
	11.3 Personal Misuse
	11.4 Liability Information
	11.5 Record Retention

	12. Summary
	12.1 Authorized Use Summary

	13. Quiz
	13.1 Quiz Instructions
	13.2 Quiz
	13.3 Quiz Results
	Success (Slide Layer)
	Failure (Slide Layer)


	Results for
	Passing Score
	Result slide properties
	14. Reference & Resources
	14.1 Application & Other Resources
	14.2 Card Program Administrator


