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Purpose

The Purchasing Card (PCard) is designed to help streamline the procurement and payment processes for small dolla
purchases. Most cards are issued with a standard transaction limit of $4999. Monthly billing cycle limits range from
$10,000 to $100,000. Purasing cards may be issued to full or part time classified employees or faculty members of
the University.

Learn the Basics

The PCard shall only be used to purchase goods and services for ODU business padooaest comply with
contract, ODUEthics in Procuremenand SWalMprocurement requirementsApprover/Reviewers are equally
responsible for verifying all purchases are for valid businegsogas and that purchases comply with policies and
procedures prior to approving transactiafsdditional information on Approver/Reviewer responsibilities can be
found in the Understanding Approver/Reviewer Responsibilities section of the is document.

Budget Signature Authority

Cardholders must have signature authority for budget codes before they request that those bbhdgetded to
their pcard, including initial applicationshe Office of FinanceZata Controlareahandles additions to the Master
Signature Authority List.

If you alreadyhave a pcard and wish to add budget codes, send the Budget Addition Request Form (available on the
pcard paggto PCardAdmin@odu.ediYou will need to have signature authority for budgets before they can be
added to your pcard.

Budget Unit Director (BUD) Responsibility
Details on allowable and disallowed purchases from specific ledgers can be fdumdeansity Policy 3001 -
Responsibility of BUDS on Use of Funds

Obtain a PCard

Apply fora PCard

A. Complete thePCard ApplicatiarDo not submit the application until online portions of training are
completed, as this may cause delays in processing.

B. Complete online Ethics Trainin@oth cardholders and approvers.)

C. Complete online SWaM Training

Rev.7/2023
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F. When your user account has been established, the Bank of America gystkem will generate a one
time use “Welcome Email” that contains the username and a link to establish a password. Please do not
delete this email.

G. After verifying all requirements have been met, the Program Administrator will invite the cardholder to
the next available face to face University training where cards that have arrived will be released.

Activate a PCard
Activation of the card requires the 16 digit card number and verification code (available in Works, which is
221 followed by your six digit date of birth. (Ex: A person born on January 1, 1970 would enter 221010170.)

Enroll card in Global Card Access

This allows cardholders to check their PINs if they forget them, set up suspicious activity alerts that allow
cardholders to confirm charges and avoid declines due to suspicion of fraudulent activity, and access
electronic statements as soon as they are ready. Register at
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1. Contract—First,check the Purchasing & Contracts Pdfif©DU has a contract for a good or service, it
is mandatory.
2. SWAM - If no contract is available, look for a SWaM venaiothe EO35 Aidn the Purchasing &
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cost exceeds what could be reasonably expected to be out of pedkiét waiting forreimbursement
Form is availablen the Procurement Services PCard Page
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W Airport car rentals mayequire that the name of the renter match the name on the card used for
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1. EZ Pass traponder purchases, charges, and/or replenishment fees.

Rental of EZ Pass transponders from car rental/leasing companies.

3. Past due invoices from the tolling authority: Past due invoices for tolls $500 and less may be paid using
the Small Purchase Form found on the Procurement Services web page.

4. Pay by Plate invoices with late fees: Pay by Plate invoices with late fees, $500 and less, may be paid usini
the Small Purchase Form found on the Procurement Services web page.

5. Pay by Plate tolls charged to personal vehicles: Individuals incurring a Pay by Plate toll traveling on
University business while driving a personal vehicle shall file for reimbursement of the toll under the
University’s Travel Process.

6. Fines and penalties associated with tolls and/or otmator vehicle violations.

N

Payments to Individuals

Payments to individuals are not allowable on the pcard due to possible tax implications. Payments to
individuals should go through Payroll or Accounts Payable. Anyone already in the Commonwealth of Virginia
payment system would go through Payroll. Any other individuals, including students, guest speakers, etc.,
should be paid using the Independent Contractors & Worker Classification forms on the Accounts Payable

page.

Past Due Invoices

Payment of past due invoices is not allowable on the PCard. The Commonwealth of Virginia considers this an
attempt to circumvent Prompt Pay requirements. Contact Procurement Serviggs@trement@odu.edu

to request a PA2 Form to pay invoices more than 30 days after receipt of goods or services.

Amazon & eBay Purchases

Amazon

Departments thabrder through Amazon are accountable for compliance with the following requirements
and must take into account the negative impact the purchase(s) have on the university.

w  Amazon Pay usas a payment methois expressly prohibitedy DOA

@ All Amazon transactions should be made through an ODU Amazon Business account. To request an
account, contact the Program Administrators gsmhrdadmin@odu.edu

w  Purchases through Amazon mustdéast resort, with the exception of books, media and decorations
for events. Campus users should try to source items from contracts first, then atterigutziie a
SWaM vendocertified through SBSD as a Micro (very small) business. FeDbBahcontract
categories, VASCUPP & State contracts may be used (located Purtieising & Contracts page
Another aid for locating SWaM vendors and cooperative contracts is the EO 35 Aid®Wi#hé page
linkedabove .

©  Office supplies must be purchased through ODU’s mandatory contract with RGH/Staples. Additional
information available on the Purchasing & Contracts page

eBay

Commonwealth of Virginia Agencies are not permitted to indemnify other entities under state law. eBay
requires purchasers to indemnify them. “You will indemnify and hold us (and our officers, directors, agents,

10
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subsidiaries, joint ventures and employees), harmless from any claim or demand, including reasonable
attorneys’ fees, made by any third party due to or arising out of a breach of this Agreement, or your violation
of any law or the rights of a third party.”

eBay does not guarantee the product will be delivered after payment. The payment for goods must be done
without any other contractual agreement between the buyer and seller. All purchases made with state funds
are subject to the Commonwealth’s General Terms and Conditions, as stipulated in the Code of Virginia. A
payment through eBay authorizes the purchase without the seller accepting any terms and condihisns.
means there is no recourse for the Commonwealthdniversity should there be an issue

Negative Impact on the University

(V)
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w  Complying with allowable and non-
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damaged goods or shipments that do not arrive after paynierst been provided. It also limits the amount
of detailed transaction data that is passed through from the vendor to the University.

Mobile Wallets
The Commonwealth disallows the use of any form of mobile wallet.

Reportan BOA Works

The Bank of Amerid&/orks websitas where Cardholders and Approver/Reviewsign offelectronicallyon PCard
transactions. It is also a resource for researching prelyquechases and running PCard spend reports that may
help with budget managementhe Online Reconciliation Guide is a resource for basic navigation and signoff steps

and can be accessed using the Reconcile Reports icon ¢iCthel page

Forgot Username or Password
The username assigned is typically the user's MIDASutmot MIDAS passwordlf a user enters credentials

that the system does not recognize 5 times, the user will be locked out.

w Be sure to use all caps for the username when logging in to do a password reset.

(V)
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@ Cardholders can log into Works by going to www.payment2.works.A0BOA login button is also
available on the PCard page.
©»  Works emails alerts when a transaction posts and is available for sigirarfifactions may be signed off

17
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Obtain Reconciliation Documentation

Two days after the close of each billing cycle, the ODU Reconciliation Report will be available for download
by Cardholder and/or Approver in the Completed Reports section of Walds available by using the ODU
Reconciliation Report template in the Report Templates area of Wdrkis) report can be used to ensure all
transactions have been reviewed and approved by the Approver/Reviewer. Approvers should not sign off on
transactions unless receipts and supporting documentation have been attached to the transactions in Works
by the CardholderApprovers should not sign off until they haveified that the transactions are valid

business expenses that comply with ODU policies and procedures.

Log into Bank of America Works
To sign off on a cardholder’s activity, log into Bank of America \\@#pprovers will be able to see the
transactionsafter the cardholder has signed off.)

Locate Item(s) to Be Approved

Transactions available for signoff can be found by clicking the Pending link under the Action Items section on
the Works homepage. Click the plus (+) sign next to the transaction to see the description/business
justification provided by the cardholder and other details. If you cannot see the transaction, that means the
cardholder has not yet signed off.

Review Purchases for Compliance

Ensure the cardholder has not split payment for an order into multiple transactions to circumvent the single
transaction linit (typically$4999. Confirm that the merchandise purchased with the card has been received
and has not been returned for store credit. Confirm state sales tax has not been paid or have the cardholder
contact the vendor for a refund and document the s&uf the tax refund.

Verify that Amounts Match

Carefully review to verifthe Works transactiorand cardholder documentation amounts matahd that

receipts have not been altered. If information in Works is not consistent with the documentation attached t
the transaction, click the Raise Flag button to return the transaction to the cardholder for further action.

Sign Off on Transaction

Click the Sign Off button, located toward the bottom right of the screen to sign off on the transaction and
replenish thecardholder’s available fundBor detailed steps and screenshots for Works signoffs, see the
Reconciliation Guide on the PCard pafithe Procurement Services website.

Retain All PCard File Documentation After Approval

Departments are authorized to use the image/scan of pcard transaction documentation uploaded into Works
for record retention purposes. Departments still have the option of retaining paper supporting
documentation if desired.

Confirm Charges in Banner (on an as needed basis)
Reconcile the account in Banner on an as needed basis (recommended monthly) to confirm the Works

18
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Dispute a Charge
When the cardholder identifies a problem with a purchased item or with billing related to a payment made with the
PCard, the dispute can most often be resolved by contacting the veticmtly.

Contact the Vendor to Resolve the Issue
Keep documentation showing the actions taken to resolve the issue.

When Returning Item(s)
Return item based on the vendor’s instructions. Documentation showing the credit should be issued by the
vendor and included with the transaction/gorksreconciliation.

In the unlikely event that a vendor refuses to issue a credit, document attempts to obtain the credit and
dispute the transaction with Bank of America Fraud Specialists a5886262.

Request a Credit to the PCard
Cardholders must reast that anwhhnqu

19
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ReportCard Lost or Stolen
If a card is lost or stolen, the cardholder should email the PCard Administrator, then immediately contact

Bank of Americaudtomer Support at 88849-2273or the Bank of America Fraud Specialists atB66
8262

20
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The State has restriction tables for Travel, Car Rental, Restaudactsynmodations, and Fuel.

ODU LEVEL:
ODU has additional tables to minimize fraud risk.

@ Almost all Cardholders have the Limited Table MCC's blocked on their PCards.

21
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State MCC Code Tables (Travel, Car Rental, Restaurant, Accommodations, Gas/Qil)

MCC CODES BLOCKED BY THE STATE

Transactions to the following Merchant Category Code (MCC) Groups DECIHSED.

The tables below contain the MCC codes blocked by the State. Travel & car rental purchases can be made if
you have a current (annually renewable) exception in place. Restaurant MCCs may be approved in [limited
situations on a case by case basis for large off campus events. The Lodging/Accommodations MCCs may be
approved on a case by case basis for meeting space. Request a exception from the PCard Administrator.
MCCs from th&raud table cannot be removed for any reason.

Fraud MCC Code Table

MCC MCC Description

4829 | WIRE TRANSFER MONEY ORDER

5813 DRINKING PLACES (ALCOHOLIC BEVERAGES)

5933 PAWN SHOPS

6010 | FINANCIAL INSTITUTIOMBNUAL CASH DISBURSEMENTS
6011 FINANCIAL INSTITUTIOGNSTOMATED CASH DISBURSEMENTS
6012 FINANCIAL INSTITUTIONERCHANDISE AND SERVICES
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5811 CATERERS

5812 EATING PLACES ARESTAURANTS

5814 FAST FOOD RESTAURANTS

5921 PACKAGE STORBBER,WINE,AND LIQUOR

5993 CIGAR STORES AND STANDS

5715 | ALCOHOLIC BEVERAGE WHOLESALERS (no longer on DOA tabl 1/26/2018)

9751 U.K. SUPERMARKETS, ELECTRONIC HOT FILE
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5532 Automotive Tires Stores

5533 Automotive Parts and Accessories
5551 Boat Dealers

5561 Camper, Recreation and Trailer Dealers
5571 Motorcycle Dealers

5592 Motor Home Dealers

5598 Snowmobile Dealers

5611 Men'’s and Boy€lothing and Accessory
5621 Women’'s Ready to Wear Stores

5631 Women's Accessory and Specialty Stores
5641 Children’s and Infants Wear Stores
5651
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80418044

Chiropractors, Optometrist, Opticians, Optical Goods

8049

Podiatrists & Chiropodist
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5944 Jewelry, Watch Clock and Silverware Stores

5945 Hobby, Toy and Game Stores (Also on Limited Table)
5946 Camera and Photographic Supply Stores

5947 Gift, Card, Novelty and Souvenir Stores

5948 Luggage and Leather Goods Stores

5949 Sewing, Needlework, Fabric, and Piece Goods Stores
5950 Glassware and Crystal Stores

5961 Mail Order

5962 Direct Marketing Travel Arrangement Related Services
5970 Artist Supply and Craft Stores

5971 Art Dealers and Galleries

5976 Orthopedic Goods and Prosthetic Devices

5992 Florists

7832 Motion Picture Theaters

6300 Insurance Sales and Underwriting

7032 Sporting and Recreational Camps

7033 i

7221

7295

7372

7375

7395

7523

7829
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8071 Medical and Dental Labratories

8099 Medical Services & Health Practicioners
8111 Legals Services and Attorneys

8211 Elementary and Secondary Schools

8220 Colleges, Universities

8351 Child Care Services

8651 Political Organizations

8675 Automobile Associations

9211 Court Costncluding Alimony & Child Support

Limited MCC Codes Table
(for majority of Cardholders)

MCC MCC Description
4011 Railroads

4457 Boat Rental and Leasing

4815 Visa Phone

4821 Telegraphic Services

5111 Stationery, Office Supplies, Printing and Writing Paper
5139 Commercial Footwear

5271 Mobile Home Dealers

5309 Duty Free Stores

5311 Department Stores

5943 Stationery, Office and School Supply Stores

5963
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