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Resources for Procurement Card Cardholders and
Approving Officials u

Resources

The PSC website |21 contains information on procurement policies, procedures, and
instructions, including:

Procurement Card Handbook 3
Procurement Rules 4

IT Procurement [s)

How to Buys by commodity (g

Percipio Courses

e CU: Procurement Card Cardholder Training (7
o Learn about the policies and procedures governing the use of the procurement
card, as well as about your individual responsibilities as a cardholder.
e CU: Procurement Card Approving Official Training (s
o In this course, you will learn about your responsibilities as an approving official
(AO) for the procurement card program, and how to fulfill those responsibilities
effectively.

Procurement Card Application

An application for the Procurement Card can be submitted in Concur Request o;. Online
training is required before the Procurement Card can be issued. For more information, please
refer to the PSC’s Commercial Card 1g information page.

Approving Officials (AOs)

An application to be an Approving Official 117 can be submitted in Concur Request. (127 Online
training is required before the Approving Official access can be granted. For more information
on the responsibilities of an Approving Official, please refer to the Procurement Card
Handbook 3.

Approving Official changes and updates 13 can be submitted using the appropriate Concur
Request form as well.

Expense Delegates
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Expense delegates can help reconcile your Procurement Card expenses — as well as your
travel expenses — on your behalf. Step-by-Step instructions are available for identifying your

delegates. 14

Cardholders are ultimately responsible for accurate and timely expense reconciliation, even
when expense delegates are assisting with the process. Only the cardholder can submit
expense reports to their Approving Official.

Reconciling Your Procurement Card Expenses

Step-by-Step Guides are available on the Concur — Reconciling Procurement Card Learning

Resources psppage.
How-to pages include: :

¢ Creating a New Procurement Card Report [1¢]
¢ Adding an Expense 7]
¢ Submitting an Expense Report (g

CU Marketplace

CU Marketplace 9 is the University’s preferred method of procurement for all purchases.

Finance Procedural Statements

All Procurement Card purchases should follow the guidance provided in the relevant
Finance Procedural Statements 20 found on the Office of University Controller’'s website.

Resources

Procurement Card Handbook 3

Travel Card Handbook 21

Expense System Certification Statements 22
IT Procurement [s)
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