University of Delaware
Purchasing Card
Administrator
Tutorial

The University of Del awareds Purchasing Card
of purchasing small dollar items. Our program has a liberal small dollar limit of $5000

per transaction and many cardholders. The success of the program is dependent

continual and effective review of transactions and support documentation by

departmental Purchasing Card Administrators.

According to University Policy®2 2, t he Purchasing Card Admini
employee(s) within each department resgaador verifying online that all charges

against the Cardhol derdéds account are backed
documentation is retained within the department. Card Administrators have the ability to

allocate individual charges to as magysix University purposes. Cardholders may be

their own Card Administrators and a Card Administrator may oversee more than one

Cardholder account depending on hitndepartment elect® manage its accounts. A

department may have more than one CarcthAdn i st r at or . 0O

The major duties of the Card Administrator are to collect, review and retain the support
documentation for each transaction on a Purchasing card, designate each transaction as
being supported via the dime Reconciliation Program, and to feem the online

allocation of charges to the appropriate University purpose code(s).

Note: Charges that will be allocated to a sponsored research purpose must be reviewed
for allowability.

In addition to the above duties, Purchasing Card Adminissgrai@r to collect the signed
monthly bank statements for each card they administer. If transaction logs are used by
the departmentds cardhol ders, those too are

. The Purchasing Card Policies and Procedures explain in detail, edksagp the
Purchasing Card Program, including the responsibilities of the Card
Administrator. Policies and Procedures are located at:
http://www.udel.edu/ExecVP/polprodZ2.html

. Departmental Best Practices are located at:
http://www.udel.edu/procurement/pcard/training/bestpractices.pdf



http://www.udel.edu/ExecVP/polprod/5-22.html
http://www.udel.edu/procurement/pcard/training/bestpractices.pdf

The Procuremer€ard System is accessed from thecBrement Services homepage:
http://www.udel.edu/procurementlick on the link on the left labeled Procurement
Card, and the on View Transactions.

In order to use the Procurement Card System you hawst a University used and

password (the same as for UD mail and webform systems), and be identified in the
Purchasing Card System as a card administrator. This file is maintained by Procurement
Services.

For the purposes of this training document,dtreens displayed will be those accessible
by Kathy RoederProcurement Card Coordinatétrocurement Services. Each Card
Administrator will view those cards actually assigned to them.


http://www.udel.edu/procurement

