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Welcom e to   the 
Con t ro l lerõs Office 

Train ing for Purchase 
Cards  
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Welco me t o  URIõs 
Purcha se Card Prog ram  

 
 
 
 
 
 
 
 

The Purchase Card (PCARD) has been 
 

endorsed by the Office of the Controller 

as the preferred method for purchasing 

certain goods and services costing 

$1000 or less 
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Welcom e t o  UR Iõs 
Purc ha se Card Progr am  

 
 
 
 
 
 
 

JP Morgan is the provider for the 

Universityôs PCARD. For customer service 

call 1-800-270-7760 or the phone number 

on the back of your card 



4  

Sectio n I: 
Prog ram  Over vie w  

 

 
 
 
 
 
 

PCARD 
 
 
 

The PCARD may be used for small dollar 

purchases (under $1000) 
 
 
 

Suggested uses include supplies, mailing 

services, memberships & dues, etc. 
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Prog ram  Over vie w  
 
 
 
 
 
 
 
 
 
 

DEPARTMENTAL CARDS 
 
 
 

Are available on a case-by-case basis.  

Contact the PCARD Administrator for more 

information.  
 

 

NOTE: ONLY Departmental Cards may be used by more than one person. PCARDS that have a 

CardholderΩs name embossed on the front may ONLY be used by the Cardholder and cannot be 

shared.
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Prog ram  Over vie w  
 
 
 
 
 

 

SPENDING LIMITS 
 
 
 

The PCARD is limited to $1,000 per transaction and 

$5000 per billing cycle (month) 

Higher and lower spending limits may be 

accommodated on a case by case basis 
 

 

The billing cycle ends on the 25th of each month, unless it 

falls on a weekend or holiday 
 

NOTE: The credit limit is NOT tied to a departmentôs 

available budget funds. The Cardholder is responsible for 

determining if funds are available for each transaction 



 

Program  Over v iew  
 

 
 
 
 
 
 
 

PURCHASES 
 
 

All purchases ï no matter what funding is 
used - must have a business purpose 

 
 

A business purpose is defined as one that supports or advances the 

goals, objectives and mission of the university, and adequately describes 

the expense as a necessary, reasonable, and appropriate expense
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Prog ram  Ove rview  
 
 
 
 
 
 

SIGNATURE AUTHORIZATION 
 
 
 
 

Either the Cardholder or the Department 

Administrator must have signature 

authorization over any chartfield charged on 

the PCARD 
 
 
 
 

This includes authorization for college 

requisitions, invoice vouchers, and PO 

receiving reports (sections 1, 2, & 5)
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Progra m  Overview  
 
 
 
 
 
 

ALLOWABLE PURCHASES 
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Prog ram  Over vie w  
 

 
 
 
 
 
 
 
 

NON-ALLOWABLE PURCHASES 
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Progra m  Over vie w  
 
 
 
 
 
 

GRANT PURCHASES ï FUND 500 
 

 
 
 
 
 
 

Grant purchases under $1000 are permitted without prior 
approval from Sponsored Projects, provided that the item 

purchased is an allowable charge against the grant 

 

If you are unsure if a transaction is allowable under the grant, 

confirm with Sponsored Projects prior to making the purchase 
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Progra m  Over vie w  
 
 
 
 
 
 
 

 

FOUNDATION PURCHASES ï FUND 401 
 

Foundation purchases under $1000 are permitted 

without prior approval from the Foundation office   
 

Your Dean, Director or Department Head should 

determine the appropriate funding source and 

procedure for PCARD purchases utilizing Fund 401 

 

Note: Purchases for staff on fund 401 are not 

allowed on the PCARD. Ex: office coffee maker, 

microwave, etc.  

 
 

Remember: All purchases must have a  business purpose 
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Progra m  Over view  
 
 
 
 

REVIEW OF GRANT AND FOUNDATION 
PURCHASES 

 
 
 
 

Each month, reports reflecting the PCARD activity coded to 

fund 500 for Grants and fund 401 for Foundation are sent to 

Sponsored Grants and URI Foundation, respectively 
 

 
 

Sponsored Projects conducts a post-audit review of grant 

purchases 
 

 

When purchases cannot be properly documented as allowable, 

the charge(s) will be moved out of the grant or foundation 

account, as applicable, and transferred to an alternate funded 

account within the department 
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Pro gra m  Over vie w  
 
 
 

PROPERTY & INVENTORY 
 

 
 
 

Å Purchases of items costing $1,000 or more and all 

computers, regardless of cost are, required to be reported to 

Property and Inventory for tagging 
 

Å Each Department is responsible for notifying Property & 

Inventory of items purchased 
 

Å Reports are sent monthly to Property and Inventory for 

review 
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Prog ram  Over vie w  
 
 
 
 

PURCHASING RULES/POLICY 
 
 
 
 
 
 

Å All existing State and University purchasing rules, policies and 

procedures MUST BE ADHERED TO when utilizing the PCARD 
 
 
 
 
 

Please review the URI Purchasing Policy  

for further clarification as necessary 
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Prog ram  Over vie w  

 
 

SALES TAX ï URI IS TAX EXEMPT 
 

Å Non-payment of sales tax is the Cardholderôs responsibility  
 

Å RI Tax Exempt 189 is embossed on the front of the PCARD. We 

recommend the purchaser carry a copy of the RI Tax Exempt 

Certificate with them. The form can be printed from the 

Controllerôs website. 
 

Å Tax Exemption is also recognized in FL, MA, ME, MI, MO and NJ. 
 

 NOTE: Purchases made from other states fall under Rhode Island 

state sales tax laws if the items are shipped to the university. This 

includes digital downloads. 
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Prog ram  Over vie w  
 

 

 

 

PURCHASES 
 
 
 

Split transactions are prohibited. Split transactions occur when a 

single item costing more than the account holderôs single 

transaction limit is broken into two or more transactions to bypass 

the policy on transactions limits 
 

 
 

The Cardholder is responsible for ensuring the vendor does not 

split a transaction 
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Prog ram  Over vie w  
 
 
 
 

 

CARDHOLDER RESPONSIBILITIES 
 
 

 Ensure that prohibited items are not purchased with the  

    PCARD 
 

 Protect the security of the PCARD 
 

Immediately report loss, theft, or fraudulent use to 
 

JP Morgan, your Department Administrator and the 
 

              PCARD Office 
 

    Keep detailed records of purchases 

    Ensure that expenses are within Purchasing and PCARD policy guidelines  
 

 Retain all receipts, quotes, proof of delivery, and other documentation 

as required 
 

 Notify PCARD Administrator or Department Administrator of change in employment 

status 
 

 Plan ahead 
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Prog ram  Ove rview  
 
 
 
 
 

 

CARDHOLDER RESPONSIBILITIES ï continued 
 
 

 

All PCARD Cardholders must have access to PeopleSoft Financials 
 

 

Cardholders must regularly review transactions and verify the following:  
 

Purchases are valid and compliant with policy 
         No RI sales tax has been charged 

Purchases are allocated to proper PeopleSoft chartfield(s) 

 
Cardholders will also complete the following at the end of each billing cycle: 

 

Print statement 

Reconcile transactions to the statement  

Forward statement and backup to their Department Administrator for    

review 
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Progra m  Over vie w  
 
 
 

 

DEPARTMENT ADMINISTRATOR RESPONSIBILITIES 
 
 

Department Administrators act as first auditors and are also known as ñapproversò 

 
 

Must have access to PeopleSoft Financials 

Responsible to review and approve transactions ensuring: 

Compliance with policies 

Charged to proper PeopleSoft chartfield 

Mark status as approved in PeopleSoft 

Monitor activity for unusual transactions and notify PCARD 

Administrator of unapproved transaction(s) 
 

Approve Cardholder monthly package and forward to PCARD office by due date 
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Progra m  Over vie w  
 

 
 
 
 
 

DEPARTMENT ADMINISTRATOR RESPONSIBILITIES - continued 

 
 

When a PCARD Cardholder leaves the University, 

changes departments, or is no longer authorized to make purchases on  

the Universityôs behalf, the Department Administrator must notify the PCARD 

Administrator prior to the employee termination/transfer date 
 
 
 

Reclaim the PCARD and contact the PCARD office 
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Progra m  Over vie w  
 
 
 
 
 

DECLINED TRANSACTIONS 
 

Most common reasons for a decline: 
 
 

1. Exceeds single or cycle transaction limit 

2. Blocked Merchant Category Code (MCC)* 

3. Incorrect expiration date entered 

4. Three-digit security #, or CVV# (on back of card), not matching 
 
 
 
 

If a charge is declined, contact the PCARD Administrator. The reason for the 
denial will be assessed, and if appropriate, the issue rectified 
 

 

 

* An MCC code is a Merchant Category Code. It is ŀ ŎƻŘŜ ǳǎŜŘ ǘƻ ŘŜǎŎǊƛōŜ ǘƘŜ ǾŜƴŘƻǊΩǎ Ƴŀƛƴ ǎƻǳǊŎŜ ƻŦ ōǳǎƛƴŜǎǎΦ Lǘ ƛǎ ŘŜǘŜǊƳƛƴŜŘ ōȅ ǘƘŜ 

ǾŜƴŘƻǊΣ ǘƘŜ t/!w5 ƻŦŦƛŎŜ Ƙŀǎ ƴƻ ŎƻƴǘǊƻƭ ƻǾŜǊ ƛǘΦ ¢ƘŜ t/!w5 ƻŦŦƛŎŜ Ƴŀȅ ƻǾŜǊǊƛŘŜ ŀ ǾŜƴŘƻǊΩǎ a// ŎƻŘŜΣ but only on a case-by-case basis.  
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Prog ram  Overview  
 

 
 
 

LIMIT INCREASES 
 
 
 

Cardholders may request an adjustment to the 

$1000 per transaction limit by emailing PCARD@etal.uri.edu: 
 
 

Email should include: 

$ amount of increase requesting 

Time frame needed 

Description of item, justification and chartfield string 
 

(If your request is approved, attach copy of email/approval with your 

reconciliation) 
 

 
 

SINGLE TRANSACTION LIMITS CANNOT EXCEED $5,000 

mailto:PCARD@etal.uri.edu
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Progra m  Overview  
 

 
 
 
 
 
 

RETURNS AND CREDIT 
 
 
 

If merchandise is returned for credit, the Cardholder  

is responsible for following up on any credits due 

and obtaining a credit receipt from the vendor 
 
 
 

Receiving cash or checks to resolve a credit is 

PROHIBITED 
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Progra m  Overview  
 
 
 
 
 

DISPUTED TRANSACTIONS 
 

A disputed transaction involves a disagreement with 

a vendor regarding a transaction initiated 

by the Cardholder 
 

Examples of disputed transactions: 
 

 

 Failure to receive 

goods 
 

 Defective merchandise 
 

 Incorrect amounts charged 

 Duplicate charges 
 

 Credits not processed 
 

 Received incorrect 

order/goods 

 
 

In the event of a dispute, attempt to resolve directly with the vendor 

Most issues can be resolved this way 
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Progra m  Over vie w  
 

 
 
 
 

DISPUTED TRANSACTIONS - continued 
 

 

If the Cardholder is unable to reach an agreement with the vendor, the 

next step is to notify JP Morgan and the PCARD Administrator of the 

dispute 
 

 

To notify JP Morgan, call the number on the back of the PCARD. To 

notify the PCARD Administrator, send an email to 

PCARD@etal.uri.edu and include all details of the transaction 
 
 

All disputed transactions must be submitted to JP Morgan 

within sixty (60) days of the posted transaction

mailto:PCARD@etal.uri.edu
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Progra m  Overview  
 

 
 
 
 
 

FRAUDULENT TRANSACTIONS 
 

 

Fraudulent transactions include, but are  
not limited to, charges not initiated by the 

Cardholder  
 

JP Morgan will contact the Cardholder and the 

PCARD Administrator when they suspect fraudulent 

activity on a PCARD 
 
 

Cardholders and/or Department Administrators must 

review transactions in PeopleSoft at least once per 

week to minimize potential fraud 
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Sec t ion II:  
Peop leSo ft  Procuremen t  Cards 

 
 
 
 
 
 

Following are instructions and screen- 

shots for accessing and reconciling 

PCARD transactions in PeopleSoft 
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Peop leSo ft  Procuremen t  Cards 
 
 

 

WORKFLOW EMAIL NOTIFICATION 
 

 
 
 

When a Cardholder makes a purchase with the PCARD and the transaction 

posts in PeopleSoft, a notification will be sent via email to both the 

Cardholder and Department Administrator(s) 
 
 

 

Cardholders and Department Administrators will need to 
login into PeopleSoft Financials to verify and approve 

transactions 
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Peop leSo ft  Procu rem en t  Cards 
 

 
 
 
 

PEOPLESOFT ROLES 
 

 
 

Cardholders=GENERAL USER INQUIRY 
 

 
 

General Users verify transactions 
 
 
 
 
 
 

Department Administrators=APPROVERS 
 

Approvers approve transactions 
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Peop leSo ft  Procu rem en t  Cards 
 
 
 
 
 

PEOPLESOFT VERIFICATION & APPROVALS 
 
 
 
 
 
 
 

In an effort to update budgets on a real time basis 
and have accurate and timely information, it is in 

everyoneôs best interest to verify and approve 
transactions as soon as possible, but at least 

weekly upon receiving notification of a 
transaction. 
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Peop leSoft  Procu rem en t  Cards 
 
 
 

PEOPLESOFT VERIFICATION AND APPROVALS 
 

 

Once PCARD transactions post to the JPMorgan 

account they are loaded into PeopleSoft. 
 
 

Charges are initially allocated to the default chartfield provided on your application 
 

 

$$ amounts may be moved from one chartfield to another, or split between several 

chartfields as long as Cardholder or Department Administrator has signature 

authority on the chartfield charged 
 

Transactions will be posted to PeopleSoft, after they are approved 
 

 

After transactions are posted to PeopleSoft, no changes/updates can be made; a 

Journal Entry Form is required to make changes after charges are posted 
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Peop leSoft  Procu rem en t  Cards 
 
 

 

PEOPLESOFT VERIFICATION AND  
 

APPROVALS 
 
 
 
 
 
 
 

The following slides show step-by-step 

screenshots for accessing transactions in 

PeopleSoft 
1 
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Peop leSoft  Procu rem en t  Cards 
 
 
 
 

 

Below is the screen to login into PeopleSoft Financials. 
Enter your user ID and password. 

Note the word ñFinancialsò above e-Campus. 
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Peop leSo ft  Procureme nt  Card s 
 
 

 

Main PeopleSoft menu 
 

 
 
 
 
 
 
 
 
 

To verify and 
approve PCARD 

transactions, 

click on Purchasing 
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People Sof t  Procuremen t  Card s 
 
 
 
 

Under Procurement Cards, click Reconcile, then 

Reconcile Statement 
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Peop leSo ft  Procuremen t  Card s 
 
 
 

To view transactions as Cardholder, select General 
User Inquiry from the drop-down menu 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click search 



38 
 

 

 

Peop leSoft  Procu rem en t  Cards 
 
 
 
 
 

As a General User (Cardholder), you will be brought to this screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Notice the άstaǘǳǎέ is set to staged. 
Transactions fall into four types: 
Staged, verified, approved, and closed 
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Peop leSo ft  Procu rem en t  Cards 
 
 
 

 

There are three main icons used to 

verify and approve transactions 
 
 
 

1. Line Details 

2. Comments 

3. Account Distribution (chartfield) 
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Peop leSoft  Procu rem en t  Card s 
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This screen gives additional detail on the transaction from VISA. 

 
 

 

Peop leSoft  Procuremen t  Card s 
 

 
 
 
 
 

1. Line details ï contôd 
 
 
 
 
 
 
 
 

 
Line details contains specific 

information related to each 

transaction 
 
 
 
 
 
 
 

 

Various amounts of information 

may be available to view 
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Peop leSo ft  Procu rem en t  Cards 
 
 
 

 

2. Adding comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
.. 

 
 
 
 
 
 
 

Click to add 

Comments 
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Peop leSof t  Procu rem en t  Cards 
 
 
 
 

2. Adding comments ï contôd Comments help Department 
Administrators approve 
transactions and may deter 
questions and inquiries from 
auditors 
 

 

Sponsored Grants reviews 
comments each month to 
determine appropriateness of 
grant purchases. 

 

 

Comments are required for every transaction 
 

 
 

FAB # (fabricated equipment) should 

also be entered here, if applicable 

 

 
 
 

Attachments are required 

for grant purchases and 

recommended for all other 

purchases 
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Peop leSo ft  Procu rem en t  Cards 
 
 
 
 

2. Adding comments ï contôd 
 
 

Attaching Documents 

 
 

CLICK BROWSE and 
follow prompts to locate 

file on your PC 
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Peop leSo ft  Procuremen t  Cards 
 
 

 

2. Adding comments ï contôd 
 

 

Attaching Documents ï contôd 
 
 
 

 

Locate file on PC 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Upload 
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Peop leSo ft  Procu rem en t  Cards 
 
 
 
 

 

3. Expensing transactions to chartfield 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

.. 

 
 
 
 
 
 
 

Click for Chartfield 
(account distribution) 
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Peop leSoft  Procuremen t  Card s 
 
 
 
 

3. Expensing transactions to chartfield ï contôd 
 
 
 
 
 
 

A valid chartfield must be entered. 
Note that program must also be 
entered. Four zeros are a valid 
program number. 

 
 
 
 
 
 
 

 
 

 
 
 

Make any updates to the 
chartfield and click άƻƪέ 

Screen will populate with the default 

chartfield associated with the 

PCARD 
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Click OK 

 

 
 

Peop leSo ft  Procu rem en t  Cards 
 

 
 
 
 

3. Expensing transactions to chartfield ï contôd 
 
 

Expensing to a grant (fund 500) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

These 3 fields are always entered for fund 500: 

PC Bus Unit: Always URIPS 

Project: Applicable project # 

Activity: Always ñRESEARCHò 
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Peop leSoft  Procuremen t  Card s 
 
 

 

3. Expensing transactions to chartfield ï contôd 
 

Expensing to more than one chartfield 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click + to add one or more rows 
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Peop leSo ft  Procu rem en t  Cards 
 
 
 

3. Expensing transactions to chartfield ï contôd 
 

 

Expensing to more than one chartfield ï contôd 
 

 
 
 
 
 
 
 

Update chartfields as needed 
 
 
 
 
 
 
 
 
 
 
 

Divide charge by percent or 

amount 
 
 

Click ñokò when done 


