How to Request a New P-Card
Student Life

Steps to Take

1. Log into Concur using your Single Sign-On

2. Click on the Requests module at the top of the page, the Requests module homepage will display

Help =

SAP Concur Requests Expense App Center ; .

Profile =

-
UNIVERSITY
OF + 230 00 156 02
CALIFORNIA e Authorization Awailable Open Cash
Hello, Traveler1 Requests Expenses Reports Advances
COMPANY NOTES

Click the Read More tab in the bottom right corner to access quick links to resources, guidance, and announcements.
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3. Select New Request from the Task Bar

SAP Concur Requests Expense App Center °

Profile ~
-
Manage Requests New Request Quick Search

Active Requests (7) \


concur.ucsd.edu

4. The New Request page will display

Administration ~ | Help ~

SAP Concur @ Requests Expense App Center

Profile ~ J
-

Manage Requests New Request Quick Search

Request cas
Status: Not Submitted

Trip Name:

Business Purpose/Additional Information:

Request Header || Expenses | Approval Flow || Audit Trail

Request Type Trip Name Traveler Typepy» Trip Type Trip Purpose
[ Travel Request ‘ ~| [ ‘ Il mployes ‘ v] | | v} [ | vl
Business Travel Starl Dale Business Travel End Date Will this trip include personal travel? Personal Travel Dates Ongin (City, State)

= | = [ [+ J l
Final Destination Gy Destination Country

] E Select one t v J

Fund Financial Unit Approver(Required field ) Function Program
‘u(wmn General Reserves-(SD) ‘ [{uuw/] DEMO Financial Unit 1-(SD) ‘ vJ [ ‘ v] |HPEJ) Institutional Support-(SD) ‘ l
Location

5. In Request Type, select Card & Payment Products Request, this will update the form to the Card & Payment
Products form

Request S

Status: Not Submitted

Trip Name:

P (Additional

Request Header | Expenses | Approval Floy#/ Audit Trail

Request Type(Required field Trip Name Traveler Typelyz

Trip Type Trip Purpose

i - | [erore - ] g
Travel Request » Business Travel End Date Will this trip include personal travel? Persanal Travel Dates Origin (City, State)
Event Baguast Ii |v| ‘ ‘ I—I
Card & Payment Products Reques

Final Destina Destination Country

‘ | Select one ‘ - ]

Fund Financial Unit(Required fisld) Approver Function{ Required fisld) Program

\ | I¥] ~ \

Location

Project Task Funding Source iture Type.

\ [~] ~ ~

Business Purpose/Additional Information ‘Comment

6. In Date, select the Calendar icon and select Today to autofill the date, or manually enter today’s date

Request

Status: Not Submitted
Request Name:
Business Purpose/Additional Information:

Request Header | Expenses || Approval Flow | Audit Trail

Request Type Date equest Name User Type Payment Product Type
Card & Payment Products Request | v J ( |J i ] | v } -
—

Fund < June 2020 * > rover Function

Program

| \ < < | |
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Locatian ﬂ1 2|a|a|s5|8

[ . 7)8|e

Project N 14)15[ 18|17 |18 |19 | 20 Funding Source > Expenditure Type

v v |

Business Purpose/Additional Information




7. In Request Name, enter New Card Request

Request

Status: Not Submitted
Request Name:

Purp:
Request Header | Expenses | Approval Flow | Audit Tral

Request Type

Date R User Type Payment Product Type

Card & Payment Products Request ‘ ~ ] 06/29/2020 New Card Request v v
Fund Financial Unit(Required field) Approver Function Program

[ v | |

Location
Project Task Funding Source iture Type
[ [v] ~ ~
Business Purpos L i Comment

8. In User Type, select UCSD Employee. *Please remember, UCOP (UC Office of the President) uses Concur as
well, so please make sure to select UCSD

Request

Status: Not Submitted
Request Name:

Purp
Request Header | Expenses | Approval Flow || Audit Trail

Request Type Date Request Name

User Typs(Required field) Payment Product Type
| Card & Payment Products Request ‘ v l | 06/29/2020 | New Card Request ] ‘ - ‘ v ]
UCOP Employee
Fund Financial Unit(Required field) Approver Program
| -
Location

|
Project Task

Funding Source Expenditure Type
v v v

Business Purpose/Additional Information ‘Comment /

9. In Payment Product Type, select UCSD Procurement Card. *Please remember, UCOP (UC Office of the
President) uses Concur as well, so please make sure to select UCSD

Request

Status: Not Submitted
Request Name:
Business Purpose/Additional Information:

Request Header || Expenses || Approval Flow || Audit Trail

Request Type Date Request Name User Type Payment Product Type(Required field
Gard & Payment Products Request ‘ v l |¥f2wzu20 New Card Request ] ﬁcsu Employee ‘ v ] v
. UGOP Declining Balance Gard
Fund Financial Unit(Required field) Approver Function UCOP Event Planner Card
N N7 : UCOP Gift Cards {Awards/Recognition)
Location

UCOP P-Card
[ | UCOP Travel and Entertainment Card
UCSD Gift Cards (Awards/Recagnition]
Project Task Funding Saurce Expenditure Type UCSD Human Subject Payments
[_ ‘ ~ ] ~ ~ A | |UCSD Human Subjects Procursment Card
Ucso Card
Business Pupose/Additional Information Comment UCSD Travel and Entertainment Card




10. Enter the Chart of Account (COA) information your card should be primarily attached to. Fill out the red
highlighted fields, circled items are the minimum required financial information, include any additional financial

information (i.e. Project and Task numbers) if necessary. Your Department Supervisor should be listed as the
Approver.

**If you have questions on what to enter for the COA, please speak with your supervisor or fund manager.

Request

Status: Not Submitted
Request Name:
Business Purpose/Additional Information:

Request Header | Expenses | Approval Flow | Audit Trail

Request Type Date Request Name

User Type
Card & Payment Products Request ‘ ~ | | 06/29/2020 | New Card Request

Payment Product Type
l |ucsuEmp|cyas |v} |uc5DPmcmmsn|Can: ‘vl

c Fund 3 Financial Unit(Requighd field) Tpprover_> _Function Program
* | | ™3 > e d | |
Location \ /

Project Task Funding Source / Expenditure Type
[ [v] ~ v

Business Purpose/Additional Information Comment

11. In the Business Purpose/Additional Information section, please enter the Business Purpose for the New Card.

The general purpose for Student Life is: Purchases related to Student Programming Activities for (list your
unit/department)

Request

Status: Not Submitted
Request Name:
Business Purpose/Additional Information:

Request Header | Expenses || Approval Flow | Audit Trai

Request Type Date / Request Name User Type Payment Product Type
| Card & Payment Products Request | v J | osfzg;ﬁzn ‘] | New Card Request l | UCSD Employee | v } | UCSD Procurement Card ‘ ~ l
/7
Fund Findhcial Unit Approver Function Program
| (1234567) DEMO Fung-(SD} ‘ 1234567) DEMO Financial Unit 1-(SD) ‘ v ] (coal@ucsd.edu) FinU Approver 1 | - | (1234567) DEMO Function-{SD) ‘ | (123128) DEMO Program-(sD) |
Location
| (1234567) DEMO Location-(SD} / ‘
7
Project Task Funding Source:

Expenditure Type

|v} | (1234567) DEMO Funding Source-(SD) vJ | (1234567) DEMO Expenditure Type

| (1234567) DEMO Project-(SD) K |vJ | (1234567) DEMO Task-(sD)

usiness Purpose/Additional Informatiol Comment
Need card to buy lab supplies for Steven's
Lab




12. Click Save

SAP Concur Requests Expense App Center

Profile

Manage Requests Create New « Quick Search

Request e

Status: Not Submitted
Request Name:

Business Purpose/Additional Information:

Request Header | Expenses | Approval Flow | Audit Trail

Request Type Date Request Name User Type, Payment Product Type
Card & Payment Products Request | [oe29:2020 New Card Request ] uc)srgmplwss ‘ v | [uesp Procurement cars v
7
Fund Financial Unit Approver _# Function Program
| 11234867 DEMO Fund-(sD) | | (1234567) DEMO Financial Unit 1-(SD) | v| | {coal@ucsd.edu) Finll Approver 1 /r | | (1234567) DEMO Function-(SD} ‘ | (123123) DEMO Program-{SD) ‘
Location
| (1234567 DEMO Location-fsD) |
Project Task Funding Source Expenditure Type
| (1234567 DEMO Project-iSD) | ~| | 1284567 DEMO Task-(5D) ‘ ~| (1224567 DEMO Funding Saurce-(sD) | v | [(1234567) DEMO Expenditure Type
Business Purposa/Additional Information Comment

Need card to buy lab supplies for Steven's
Lab

13. Navigate to the Expenses tab (not the Expense module at the top of the page)

Request

Status: Not Submitted
Request Name:

Business Purposg ional Information:

Request Heade{ || Expenses || Approval Flow | Audit Trail

Request Type AN Date

Request Name User Type Payment Product Type

| Card & Payment Products nsqum\[ v | | 06/29/2020 | New Card Request ] | UCSD Employee | | UGSD Procurement Card ‘ v ]
Fund ancial Unit Approver Function Program

| (1234567) DEMO Fund-(SD) | (12%4567) DEMO Financial Unit 1-{SD) | v } (coal@ucsd.edu) Finl Approver 1 ‘ ~ | [11234567) DEMO Function-(sD) ‘ | (123123) DEMO Program-(SD) |
Location

| (1234567) DEMO Location-(sD) |

Project Task ~ Funding Source Expenditure Type
| (1234567) DEMO Project-{SD) ‘ ~ ] \ {1234567) DEMO Task-(SD) ‘ ~ ] | (1234567) DEMO Funding Source-{SD) | v J \ (1234567) DEMO Expenditure Type
Business Purpose/Additional Information Comment

Need card to buy lab supplies for Steven's

Lab

14. The Expenses tab will display

Request 3CXG

Status: Not Submitted
Request Name: New Card Request

Business Purpose/Additional Information: Need card
to buy lab supplies fo

Request Header Approval Flow | Audit Trail

«
Expense Type: |
[] Date | Expense 1‘,:}‘ Amount Requestec
To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an
existing expense, click the expense on the left side of the page.
23. Gifts, Prizes, Awards 25. University Card 26. Human Subject Payment
Employee - Gift/Prize/Award Close/Cancel Card Gift Gards - HS Payments
Non-Employee - Gift/Prize/Award  Limit Increase/Decrease Payment Directly to Pl
UCQP Gift/Prize/Award New Card
Reload Declining Balance Card
Update Billing Address or Mail
Code
TOTALAMOUNT |  TOTAL REQUESTED Updaie Name on Gard
£n nn <0 nn




15. On the right side of page, in Expense Types select New Card

Request 3CXG

Status: Not Submitted
Request Name: New Card Request

Business Purpose/Additional Information: Need card
to buy lab supplies fo...

Request Header | Expenses || Approval Flow | Audit Trail

« |
[] Date ‘ Expense Type Amount Requestec
To create w expense, click the appropriate expense type below or type the expense type in the field above. To edit an
existing , click the expense on the left side of the page.
23. Gifts, Prizes, Awal 25. University Card 26. Human Subject Payment
Employee - Gift/Prize/A Close/Cancel Card Gift Cards - HS Payments
Non-Employee - Gift/Prize/A Limit Increase/Decrease Payment Directly to Pl
UCOP Gift/Prize/Award New Gard
A DEclining Balance Card
Update Billing Address or Mail
Code
TOTALAMOUNT |  TOTAL REQUESTED Upciats Hams on Card
S0 nn S0 NN




16. In Payment Product Type, select UCSD Procurement Card, in MC, enter your mail code
17. In the Comment section, you can make the following requests:

o Send Card to Alternative Address:
= While campus is working remotely, exceptions are made for cards to be mailed to home
addresses
= Provide the full home address being requested in the comments
=  This is only an exception to have the Procurement Card sent to a home address and
does not provide approval for having goods delivered to a home address
o Display:
=  Enter what you would like to have displayed on the second line of your Procurement
Card, this will display right below your name on the physical card
o Expedite Card:
= Provide a valid reason if the card order needs to be expedited
o MCC Lift:
= Inform the Procurement Card team if any MCC needs to be lifted
= Ifyou are requesting a MCC lift, provide a detailed and valid business purpose, e.g. Food
for student programmatic activities only
o Lower the standard cycle limit and single purchase limit:
= $4999 is the standard for a single purchase limit and $10,000 is the standard for a cycle
limit on a Procurement Card
=  For a lower standard limit to reduce liability, inform the Procurement Card team, e.g., RA
cards, cycle limit at $1000 and single purchase limit at $300

Expense Type Payment Product Type MC{Reguired field)|.-
| Mew Card v | UCSD Procurement Card v *
Fi

\

[ Allocate ][ Cancel ]




18. Click Save to add your expense

Expense Type Payment Product Type MClyz
MNew Card | hd l | UCSD Procurement Card | b ] | BT7Y
Comment

Please sent the card to 17782 [{u) Ave, La
Jolla, CA 92093 as | am working from home.|

| Allocate H Cancel l

19. In Expenses/New Expenses, a line item will display on the left side of the page for New Card request

SAP Concur Requests Expense App Center °

Profile =

Manage Requests Create New Quick Search

Request 3CXG

Status: Not Submitted
Request Name: New Card Request

Business Purpose/Additional Information: Need card
to buy lab supplies fo...

Request Header | Expenses | Approval Flow | Audit Tral

«
Expense Type: ‘
[] Date | Expense Type Amount Requestec
| [ oe/29/2020 New Card $0.00 $0.00 | To create a new expenss, click the appropriate expense type below or type the expense type in the field above. To edit an
existing expense, click the expense on the left side of the page.
23. Gifts, Prizes, Awards 25. University Card 26. Human Subject Payment
Employee - Gift/Prize/Award Close/Cancel Card Gift Cards - HS Payments
MNon-Employee - Gift/Prize/Award  Limit Increase/Decrease Payment Directly ta Pl
UCOP Gift/Prize/Award New Gard
Reload Declining Balance Card
Update Billing Address or Mail
Code
TOTAL AMOUNT TOTAL REQUESTED Lindsta Nama an Card
$0.00




20. To add the required attachments, in upper right, select Attachments, select Attach Documents

SAP Concur Requests Expense App Center

Profile ~ 9
-
Manage Requests Create New~ Quick Search
Request 3CXG e I
/ Check Documents Status: Not Submitted
Request Name: New Card Request Attach DOG ments
Business Purpose/Additional Information: Need card -
to buy lab supplies fo...
Request Header || Expenses || Approval Flow | Audit Trail
«
Expense Type: ‘ / |
[] pate | Expense Type Amount Requestec
[] os/ear2020 New Card $0.00 $0.00|  To create a new nse, click the appropriate expense type below or type the expense type in the field above. To edit an
) existing expense, click the expense on the left side of the page.
23. Gifts, Prizes, Awards 25. University Card 26. Human Subject Payment
Employee - Gift/Prize/Award Close/Cancel Card Gift Cards - HS Payments
Non-Employee - Gift/Prize/Award ~ Limit Increase/Decrease Payment Directly to Pl
UCOP Gift/Prize/Award New Card
Reload Declining Balance Card
Update Billing Address or Mail
Code
TOTAL AMOUNT TOTAL REQUESTED Lindzta Nama an Card
$0.00
tps:/fi i i (default.asp# |

21. Select Browse to select a file and attach the Required Documents for a New Card Request:

University Procurement Card Program Completion Certificate (16 min training)

Procurement Card Cardholder Agreement. Procurement Card team is only accepting the most up to date
Cardholder Agreement, attached here

Document Upload and Attach O x

You may attach scanned images.
You may choose up to 10 files to attach to the reguest.

For best results, scan images in black & white with a rezolution of 300 DFI or lower.

Click Browse and select a .png, .jpg, .jpeq, .pdf, .tif or .tiff file for upload. 5 MEB limit per file.

Files Selected for uploading:

Mo files selected

| Close |



https://uc.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=https:%2F%2Fuc.sumtotal.host%2Flearning%2Fapp%2Fmanagement%2FLMS_ActDetails.aspx%3FUserMode%3D0%26ActivityId%3D397247%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Dprocurement%25252520card%2526startRow%253D0%26SearchCallerID%3D2
https://blink.ucsd.edu/_files/buying-tab/ways-to-buy/new-agreement-march19.pdf

22. Once you have selected your file(s), select Upload and click Close

Document Upload and Attach O x

You may attach scanned images.
You may choose up to 10 files to attach to the request.

For best results, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, .jpg, .jpeg, .pdf, .tif or .tiff file for upload. 5 MB limit per file.

Files Selected for uploading: ‘ Upload )
—_

the office3 jpg Remove ﬂ

/

23. Select Submit Request and in Final Review, select Accept & Submit to submit your request

Help ~
SAP Concur Requests Expense App Center

Profile ~ &

Manage Requests Create New Quick Search

Request 3CXG

Request Name: New Card Request

Submit Request

hiot Submitied

Delete Request

Business Purpose/Additional Information: Need card
to buy lab supplies fo...

Request Header | Expenses | Approval Flow | Audit Trail

«
Expense Type:
[] Date ‘ Expense Type Amount Requestec
[[] os/2a/2020 New Card §0.00 8000  To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an
existing expense, click the expense on the left side of the page.
23. Gifts, Prizes, Awards 25. University Card 26. Human Subject Payment
Employee - Gift/Prize/Award Close/Cancel Card Gift Cards - HS Payments
Non-Employee - Gift/Prize/Award  Limit Increase/Decrease Payment Directly to Pl
UCOP Gift/Prize/Award New Gard
Reload Declining Balance Card
Update Billing Address or Mail
GCode
TOTAL AMOUNT TOTAL REQUESTED Lindata Nama an Card
$0.00




Final Review 0 x

Gard & Payment Product Requests

Gift Cards, HS Payments: | certify that | have reviewed the requirements for Human Research
Compenaation £ Fayment to Pl or Gift Card requests as cutlned in the Human Reseanch FPayment
Coordinator Responsibilities and understand | am responsiole fo enaure compliance with thess
guidelines.

Procarement Card and Travel & Ente
gttached the appropriate Card Agresmeant an
subméssion of required expense reports monthly, or

t (T&E) Card: | certify that | have reed and understood. and
ponaible to comply with UG Policy, mcluding the
A5 days of travel or event completion.

Accept & Submit ) Gancel

24. Once the Procurement Card team has received your request, your card will be ordered and mailed

o Card will arrive within 7-10 business days
o For any tracking related inquiries, please contact U.S Bank at (800) 344-5696

If you still have questions or need additional assistance, please submit a ticket


https://support.ucsd.edu/finance?id=sc_cat_item&sys_id=48a60e85dbbb8014dbd6f2b6af961999
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