STUDENT PURCHASING CARDHOLDER RESPONSIBILITIES

Failure to comply will result in your card being suspended; further infractions will result in your card being cancelled.

PCards must be used within the guidelines outlines on the Purchasing website:  http://www.purchasing.upenn.edu/buytools/purchasing-card-roles.php 

Reporting and Receipts:

Cardholders must report purchases to their Financial Advisor (FA) in the Office of Student Affairs as they are made.  This can be done by email; the PCard Report Form and original receipt must follow within a few days.  FAs need the name of the vendor, the amount, a description and the business purpose of the purchase.  We also need the budget category for SAC groups.  SPEC groups should enter the four digit CRef in this box.

Meeting with Financial Advisor
You must have a meeting with your advisor regarding policies and procedures.  If you do not do so, your card will be suspended.  It will only take ten minutes.

Statements

Run your monthly statement following the directions on the next pages.  You must sign this and bring it in to your FA by the tenth of every month.  (She will also have a copy that you can come in and sign, but if you set it up to run automatically it will be a reminder that you need to do this.)
PaymentNet Procedures and Notes

Logging in
· Go into PaymentNet at http://access.jpmorgan.com/cus3logon.

· Organization ID is unipenn (not case sensitive)

· User ID is your PennKey

· Pass phrase: you should have been given a pass phrase.  If you don’t remember it, click on ‘Forgot Pass Phrase’ and one will be emailed to you. 
Viewing Transactions and Entering Notes

· Note:  The statement found under ‘Transactions’ ‘Statement’ is not the proper statement.  
· To review your current transactions go into ‘Transactions’ ‘Manage.’

· If you make a purchase today, it will most likely show up tomorrow or the next day; it depends on when the vendor submits the charge.  Transactions will show up for one week only (Monday through Friday), before they post to BEN (Penn’s financial system) on Friday nights. 

Entering Notes:  What you need to do
· Cardholders should (not mandatory) go into PaymentNet as purchases are made, check their transactions and enter notes.  Notes should include a description and the business purpose of the purchase.  One you enter your notes, click on ‘Save’ at the top left of the transaction detail box.  After entering notes for a transaction, you can return to the list of transactions by clicking on ‘List’ at the upper right corner of the transaction detail box.  Notes will print out on your monthly statement.  
· You are also required to report purchases to Lynn as you make them (by email) and follow up with original receipts in a timely manner.  Include the details of the purchase in your email:  vendor, date, amount, description and the business purpose.  ‘Meeting’ is not sufficient for business purpose; the reason for the meeting is required.  A ‘staff lunch’ will be considered social/entertainment unless there was business discussed and details are noted.
· If you do not follow this policy, your card will be suspended.
Disputes
If you wish to dispute a charge, call the vendor first.  If this does not resolve the issue, you can dispute the charge via PaymentNet.  No forms required.  Only the cardholder can dispute a charge.

Go into your transaction list and click on the transaction you want to dispute, then click on the ‘Dispute’ option at the top.  
Running your Monthly Statements

You must run your statements shortly after the close of the billing cycle (the 28th through the 27th of the month), sign it and submit it to your FA.  Reports for the last billing cycle can be run from the 28th of the month on.
· Go to ‘Reports,’ ‘Create.’

· Click on ‘Statement of Account Portrait.’

· To create the statement for the last billing cycle, just click on ‘process.’  (If this doesn’t print out the right dates, use the process below.)
· To create a statement for a prior period you must fill in some criteria.

· Date Range:  Operation—choose ‘cycle is,’ Value—choose cycle.  

· Click on ‘Process Report.’  Do NOT click ‘Save.’
· Go to ‘Reports,’ ‘Download.’  This will list any reports that you have processed.  It will say ‘Submitted’ until the report has fully processed.  In order to download the report it must say ‘Successful.’  You can click on the ‘Refresh’ button to update the status, but it is much easier to have your profile set up so that you get an email when the report is ready for download.  (See separate directions.)
· Once the report is listed as ‘Successful,’ all you have to do is click on it and it will download.

If you have the ability to run reports for others, then you’ll have to enter ‘Criteria.’  Field is ‘Cardholder Last Name,’ Operation is ‘is equal to,’ Value is the individual’s last name.
Note:  You can only run statements for billing cycles that have closed.  Eighteen months of history will be kept on file.

Setting Your Monthly Statement to Run Automatically

· Go to Reports, Create.

· Click on Statement of Account.

· Change the name of the Report to whatever makes sense to you—like ‘Monthly Statement of Account’ or ‘My Statement of Account.’  It just needs to be different from the original or it will replace the original report.  This will be a separate listing in the reports list.
· Down at the bottom you will see a box labeled ‘Schedule to Run Automatically.’  Check this box.  

· You will get a new line with some fields to fill in.  
· Change ‘Frequency’ to ‘Cycle’ and click the radio button ‘First Day of Current Period.’
· Go back up to the top and click ‘Save.’

Email Notification of Reports Ready for Download
· Go into My Profile—the icon that kind of looks like a person; it’s next to the X logout button.

· Under your email address, click on ‘Reports.’  You will get an email when your report is available for download.
· If you also click ‘Transactions for Review’ you will get a notice when new transactions are posted.

