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What is the Standard ProCard?

It is a University MasterCard issued by JP Morgarh&se, used by approved
University employees to facilitate the procuremgmbcess for supply purchases of
accepted commodities.

What is the Travel & Entertainment (T&E) ProCard?
It is the same as the Standard ProCard but alsmualt travel and entertainment
purchases as well as approved events or services.

What is the Unrestricted ProCard?
This card will be issued on a limited basis only.

Who can/should apply for a ProCard?

Any part or full-time employee with procurement gensibilities may be
considered.Departments should take into consideration the @lhmount for
anticipated expenses and budget limitations in ardle set the single purchase
limit and the monthly credit limit. The cardholdé& cost center manager or
supervisor can recommend limits based on their nedfithe cardholder has a
completed a Signature Authorization Form, this mag used as a guide for setting
the ProCard limits. T&E and Unrestricted ProCardsquire additional approvals
including the Campus CFO.

Can my personal credit be affected if | obtain aGard?

No. The ProCard is a corporate card, and the indiual’s credit is not checked or
impacted. However, if the card is not used propest is used fraudulently, the
cardholder can sustain a maximum penalty of termiran and/or be criminally
prosecuted at the University’s discretion.

What are the advantages of having a ProCard?

Orders may be immediately placed without completangurchase order and
payment is made automatically without submittingries to Accounts Payable.
The vendor is paid immediately.

Where can | find the information about ProCard?
Information is found at the following link:
http://www?9.georgetown.edu/finaff/procure/Procardfcard.htm

Who do | contact if | have suggestions, recommeadator questions about the
ProCard?
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The ProCard Administrator, Gerry Bull @ Ph: 202-68¥106 or via email:
bullo@georgetown.edu

Can | view my ProCard transactions online?

Yes, with an online software program called Pathwagach cardholder is
automatically given access once they are issuedrac The link is:
https://pwnet.procard.com/georgetownu/

How do | obtain a copy of the statement if | do remteive a statement from the
bank?

The bank may be called at 1-800-316-6056 to reqaesbpy, or a copy may be
printed directly from the Pathway software.

How do | determine what my single purchase limd amonthly credit limit should
be?

The cardholder’s department cost center manageisapervisor should determine
those amounts. The ProCard Administrator can algmvide suggested limits.

10. What is restricted on the Standard ProCard?

Specific restrictions are detailed in the ProCar@lity for the Standard ProCard.
Generally, the Standard ProCard is to be used fapplies and cannot be used for
travel and entertainment or service-related purcleas

What is restricted on the T&E ProCard?
The same restrictions as the Standard ProCard, vilile exception of travel and
entertainment and approved events or services.

What is restricted on the Unrestricted ProCard?
There are no merchant code restrictions of any kirtldowever, no personal
purchases are allowed.

11. What if | don’t use the card for 6 or 12 months?

There is no requirement that the card has to be disét will not be removed for
limited use.

12. Will | be charged a fee if | am over my limit?

No fees are charged. The transaction will simplgaine when the limit is
reached. If a limitincrease is needed, a writteaquest will have to be submitted
to the ProCard Administrator by the supervisor cost center manager of the
cardholder.

13. What if I lost some of the original receipts? Witlpies be accepted?

Original receipts or scanned copies in PDF formatearequired by policy.
Transactions with no receipts must be documented approved. Infractions may
result with the loss of the card.
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14. What are the possible disadvantages of using ad?d?C
There are no disadvantages as long as the ProCardeing used in accordance
with the policies and procedures.
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. What is Pathway.Net (Pathway)?
Pathway is the online software provided by JP Morng@hase to track
transactions, reallocate expenditures and print tements and reports.

Is Pathway online secure?
Yes. A unigue username and password is requiredsistent with the current
University standards to enter the Georgetown Patlyvggstem.

. How do I sign up for Pathway?

Access is automatically granted to all ProCard held. Supervisors or cost
center managers of a ProCard holder may obtain &usame and password
from the ProCard Administrator.

. How do I log into the Pathway online website?

Enter the assigned username and password at thiofahg link:
https://pwnet.procard.com/georgetownuSpecific procedures are available in
the ProCard manual.

. What guidelines should | use when setting up mynasae & password in
Pathway?

As outlined in the ProCard manual, the username &sts of the first 4 letters
of the cardholder’s last name, combined with thest&6 numbers of their
ProCard. Supervisors or cost center managers ad®ard holders must be set
up by the ProCard Administrator using their firshitial and last name.

. What if | forget my online username or passwordRathway?

The ProCard Administrator can reset all password®nce the password is
reset, the cardholder will be required to establiglunique, new one after
logging in to Pathway.

. Can | begin using Pathway immediately?

Yes. Once a ProCard is obtained, the softwarevaikable for use. For
supervisors or cost center managers, once assigigdus are established by
the ProCard Administrator, the software is immedit available for use.

To be used with FA-161-07 6
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The Procurement Card (ProCard) must be used inrdacoe with the University’s
ProCard PolicyfFA161-07

The Procurement Card (ProCard) Program facilitatest of demand procurement
giving authorized cardholders the ability to pursdapecific goods and services directly
from a supplier. The ProCard will eliminate thmei and effort spent on processing
requisitions and expense authorizations, filingwfchase order copies, and the
reconciliation of invoices. It is designed to irape efficiency in processing low dollar
value purchases from any vendor that accepts ttetei@ard credit card. Many of our
current suppliers, with whom you now use a purcloader, will accept the MasterCard
credit card.

There are currently three types of ProCards availab

1) The Standard ProCard is issued for supply purchasgs

2) The Travel & Entertainment (T&E) ProCard is iss@i@dsupply purchases,
travel and entertainment and for approved evenseices.

3) The Unrestricted ProCard has no merchant codeatestis and will be
issued on a limited basis only with campus CFO eyxdr

The privilege of ProCard use is always contingentrothe full adherence to all
relevant policies inclusive of the requirement to raintain required documentation.
With this authority comes the responsibility for mantaining adequate
documentation at the source of the transaction. RiCard Users, Cost Center
Managers, and CFOs need to be familiar with the Préard Review and
Reconciliation Policy and Log (FA 161-07A and B) rerenced in this manual.

All purchases with the Procurement Card must beenmadccordance with the Strategic
Business Agreements (SBA) and Preferred Suppkasionships established by
Purchasing and Contracts on behalf of the Uniwerdita particular product or service
is not available through one of these, the user chapse a qualified supplier. The user
should solicit support from the Purchasing Agenbwas responsibility for that
commodity.

This program will enable you to purchase approv@draodities directly from our
vendors. The related charges will be debited tiréc the University default budget
number designated for each Procurement Card. Rayoreall Procurement Card
transactions is performed electronically by Finahgiffairs, thus eliminating the need
to process vendor invoices.

Financial Affairs will monitor the performance dfe Procurement Card program. As

such, each employee is entitled to a maximum ofcame. All questions or concerns
regarding this program should be directed to: Rrd®rogram Administrator: (See
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page 15, Key Contacts for Phone Number & Locationthe Director of Accounting
Services.

The ProCard has corporate liability for Georgetdwmnversity. Your personal credit is
neither verified nor affected by ProCard activity.

& % ' (

The Georgetown University ProcCard simplifies thecorement/ disbursement process
by facilitating point-of-demand procurement. Pnaruent responsibility is delegated to
the ordering department enabling an authorizedhcdaer to place an order directly
with a vendor.

When a purchase authorization is requested byupyglier at the point-of-sale, the
MasterCard ProCard system validates the transaatiaimst pre-set limits established
by this program and by each department’s inputtrAtisactions are approved or
declined instantaneously based on the followingZard authorization criteria:

Single purchase limit not to exceed $4,999 for &ad ProCards
Single purchase limit not to exceed $10,000 for Ta&tel
Unrestricted ProCards

Monthly Credit Limit (recommend spending limits bdson
position)

Approved type of purchase (i.e. Non restricted caity)

) "% %
Be sure to follow these procedures when using th€&rd:

Make sure the purchase does not fall under a cestrcommodity.
Obtain necessary departmental approvals if apgédadfore ordering.
Use a preferred supplier whenever applicable. :(See
http://www?9.georgetown.edu/finaff/procure/vendoffoirendorinformation.htm.)
Make sure the transaction total does not exceeditigge purchase limit.
Contact the supplier and state that you are calimg Georgetown University.
Ensure the supplier knows of the University’s tarrapt status.

Order the supplies and give the supplier the P@@Gamber and the
expiration date.

Provide the complete shipping address includingeydnuilding and room
number.

Provide the billing address of the ProCard.

Upon delivery, inspect the shipment for accuraay msaintain the receipt.

) % *# % $ %
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A Cardholder may dispute a charge that appeark@nrmonthlyProCardstatement. If
there is a charge that is not recognized by thel@dder, or if it appears to be incorrect,
the Cardholder must first attempt to resolve tiseeswith the supplier. If a resolution
with the supplier is not possible the Cardholdestraubmit a Statement of Questioned
Item (See page 12) with supporting documentatioiPtdlorgan Chase.

During the investigation, a credit will be issuedfte cardholder's account for the
amount questioned. When JP Morgan Chase has cdple investigation, the
Cardholder will be notified of the resolution. thfe dispute is not settled in the favor of
the Cardholder, the account will be charged fopulied transaction amount.

) % 4+ - $$%% % "$ #S$ - $*% $

All charges on the ProCard must be reconciled myptiththe cardholder or department
administrator within 30 days of the fiscal closimighe month. Individual campuses
may impose shorter time frames for completing #e®nciliation process. The
following actions should occur as part of the reslation process:

1) a) all charges should be allocated to the apprigpc@st centers and account
codes

2) b) receipts and detailed description of activisbsuld be attached to
ProCard bank statement

3) c) if necessary, the cardholder should reimburseuhiversity for any
personal, non-business charges, and such chargelsl $fe reported to the
departmental administrator.

ProCard users shall keep receipts (original or B&4n). The register receipts or
invoices must show the line item description andipg of the individual items
purchased and the total price for the transactiahdorrectly matches the charge on the
bank statement. The receipts or invoices mustiiiie the legitimate business purpose
of all transactions made with the ProCard. Addailcsupporting documentation must
include at least one of the following (to be detered by relevant divisional
administrative unit by matter of internal policy):

Confirmation and packing slip (as neebdased upon commodity, dollar amount,
or volume)

Service report for any service perforrbgd supplier

Reviews of compliancevith ProCard policies (including reconciliation peaureswill
be performed by departmental administrators, busines managers, campus CFOs,
Financial Affairs, and Internal Audit. Information about reconciliation can be found
at http://www?9.georgetown.edu/finaff/policytc.html
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Upon discovery of suspected personal charges ao@ard, the following actions will

[72)

take place:
Discovery + 20 days + 40 days +60 days +90 days
Department If cardholder If cardholder | If cardholder | If cardholder
administrator or | does not does not does not does not
Financial Affairs | produce produce produce produce
communicates explanation and explanation | explanation explanation and
with cardholder | documentation | and and documentation
regarding charge | outlining documentation documentation| outlining
and requests business outlining outlining business
explanation and | purpose of business business purpose of
documentation for| charge, AND | purpose of purpose of charge,
charge. If If charge charge, AND | charge AND If,| Financial
cardholder does | remains unpaid, If charge charge remaing Affairs reports
not produce cardholder remains unpaid a % unreimbursed
explanation and | informed that | unpaid, a warning is sent| personal charge
documentation card is warning is to cardholder |to IRS as
showing that suspended. sent to by Financial miscellaneous
charge is not cardholder by | Affairs. income
personal, Financial
cardholder must Affairs
reimburse the
University.
Cc: ProCard Cc: HR, Cc: HR, Cc: HR, Cc: HR,
administrator supervisor supervisor, supervisor, unif supervisor, unit
unit business | business business
manager manager, manager,
campus CFO | campus CFO,

Internal Audit

To be used with FA-161-07
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Upon discovery of unallowable charges on a ProGaelfollowing actions will take
place:

Discovery + 30 days + 40 days +60 days
Department If charge If charge If charge
administrator or remains un- remains un- | remains un-
Financial Affairs | reconciled, reconciled, a| reconciled,
communicates with cardholder warning is matter is
cardholder informed that | sent to referred to
regarding charge | card is cardholder | Internal Audit.
and requests suspended. by Financial

explanation and Affairs.

documentation for

charge. If

cardholder does
not produce
explanation and
documentation
showing that
charge is
allowable,
cardholder is
informed that
future violations of
policy could result
in loss of card.

Cc: ProCard Cc: HR, Cc: HR, Cc: HR,
administrator supervisor supervisor, | supervisor, unit
unit business| business
manager manager,
campus CFO,

Internal Audit

Use of the ProCard for personal expenditures, lngrotiolations of the ProCard policies
and procedures, may also subject cardholders ¢pdigary action under applicable
University policies and procedures, up to and idirig termination of employment.
Please refer to the ProCard PoliA161-07.
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STATEMENT OF QUESTIONED ITEM

CARDHOLDER ADDRESS:

NAME ACCOUNT NO:
MERCHANT:
AMOUNT:
TRANSACTION DATE:
REFERENCE #:

To assist our investigation, please indicate balwmweason for your dispute. If you have any doest
call Disputes at (847) 488-8885, fax (847) 931-8861

| did not make nor authorize the above traisac (Please indicate the whereabouts of your
Procurement Card.)

There is a difference in the amount | autteariand the amount | was billed. (A copy of your
charge must be enclosed.)

| only transacted one charge and | was puslydilled for this sales draft. (Date of previous
charge.)

The above transaction is mine but | am disguhe transaction. (Please state your reasogys wh
in detail.)

Please send me a copy of the sales draftir @@xount will be charged $5.00 for each copy
supplied)

| have received a credit voucher for the alisgsaction, but it has not yet appeared on my
account. (A copy of the credit voucher must bdesezl.)

My account has been charged for the aboveacsion, but | have not received this merchandise.
The date of expected delivery was: dEtails of my attempt to resolve the
disputes with the merchant and the merchant's nsspare indicated below.

My account has been charged for the abomsdcdion, but the merchandise has since been
returned. The details of my attempt to resolvedispute with the merchant and the merchant’s
response is indicated below. (Please enclose aaoyyur postal receipt.)

Other

Cardholder Signature: Date:

Phone: Department:

To be used with FA-161-07 12
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It is the responsibility of the Cardholder to repbie loss of a ProCaithmediately to

JP Morgan Chase. JP Morgan Chase representatevasailable 24 hours a day, seven
days a week. When reporting a lost or stolen daedcardholder must tell the
representative the call is regarding a ProCarahy éharges incurred on a stolen or lost
card where the actual card was being used to makh@ses, aneot disputable or
reimbursable to the cardholder if the chargesrarerredprior to bank notification that
the card is lost or stolenAfter the card is reported stolen, the cardholder isepted

and cannot be held accountable for charges incomete lost or stolen card from that
point forward. Thus, any fraudulent charges madke the actual ProCard in hand
prior_to notifying the bank are the responsibility oé ttardholder.

Lost or Stolen Card: (800) 848-2813

After reporting a lost or stolen card to JP Mor@drasethe cardholder must also
immediately phone and report a lost or stolen cardo the Program Administrator.
(See page 15, Key Contacts, for Phone Number & tiamtd The Program
Administrator will also require that the informatioegarding the lost or stolen card be
put in written form and faxed or e-mailed within H8urs of being reported. The written
notification should include the following informati:

Card was lost or stolen (state which is the case)
Cardholder name

Cardholder account number

Date the lost/stolen card was reported to JP MoGjzase

) # - 00*%  %%$

A supplier may request a tax exemption certifi¢eden the University as a result of a
ProCard transaction. When this happens the catdhehould fax the supplier a copy
of the proper tax exemption certificate. (See pafe31, 32.)

The District of Columbia (DC) tax certificate isagsfor all goods being delivered to DC
or picked up in DC (regardless of where the vensltocated). The Maryland or
Virginia certificates are used when an item is gegitked up at a Maryland or Virginia
location or the delivery is being made to a Marglan Virginia location. The vendor
may also request a copy of the DC certificate wiherdelivery is being made to
Maryland or Virginia. (This is because the Univgréias a billing address in DC and a
delivery address to Maryland or Virginia.)

Take note of the expiration date on these certésaSome have a one year, two year, or
life date. You must use a valid tax exemptionifieate. If the one you are using has

To be used with FA-161-07 13



expired, contact the Tax Accounting Office (202-@B49) for a valid certificate.
Laminated DC tax certificates are also availablerugequest.

1 " SH %!

The ProCard should always be treated with at @ssame level of care that you treat
your own personal credit cards.

STORAGE OF THE PROCARD

Keep your ProCard in an accessible but secureitocatince you, as the
ProCard Cardholder, should be the only one usiag#nd it needs to be
accessible only to you.

ACCOUNT NUMBER

Guard the account number carefully! Do not poat your desk or write
it in any other place that is easily accessibletmers.

SHARING (OR USE BY SOMEONE OTHER THAN THE
CARDHOLDER)

The only person that may authorize the use of disthrd is the person
whose name appears on the face of the card. itfdawvidual is
responsible for maintaining a departmental crealiticthat person, along
with the Cost Center Manager and the Departmenir Cira responsible
and accountable for the charges that post to teditacard.

Purchasing and Contracts also has the capabifitikeuany other department, to place
orders on a ProCard on behalf of another department

1 * #
Status:
Only Georgetown University employees can be issuptbcurement card. Students of
Georgetown, temporary employees or volunteers of@xown are not eligible for
ProCards. Exceptions may be granted with Campu3 &proval.
Change In Status:
When a ProCard cardholder terminates employmeint thvé University, transfers to

another position within the same department orsfiexs to another University
department, he/she must return the ProCard to tis¢ Center Manager/Department

To be used with FA-161-07 14



Chair. The ProCard should be cut in half and retdrio the Program Administrator.
The Program Administrator will then cancel the carth JP Morgan Chase. If the
employee is to be issued a card in his/her newtiposa new card with a new account
number will need to be issued.

NOTE- Any charges made to the card belonging to a&tminated employee must be
reimbursed to Georgetown by that original cardholde.

1 #*,%$ H#

Cardholders can print statements from PathwayMNetesired, a statement or copy of
the actual record of a charge can be requestedthrerbank in hard-copy. The Cost
Center Manager/Department Chair must then conRélidrgan Chase. PLEASE
NOTE: A$5.00fee may be assessed to the cost center for equbste

1 2! $

The following resources are available to help yailn wse of the ProCard, answer any
guestions you may have, or help solve any problkbaismay arise:

1. Tocancel or report a stolenProCard, please call (24 hours a day):
1-800-848-2813

2. To request assistance with use of your ProCaggply for a ProCard, please
call the ProCard Program Administrator:
NAME: Gerry Bull
PHONE #: (202) 687-0106
3. For assistance with supplier or merchants, plea8 Purchasing and Contracts
(202) 687-2484
4, For questions about Policies or Proceduresspleall the ProCard Program
Administrator:
NAME: Gerry Bull
PHONE #: (202) 687-0106, FAX#: (202)687-2506
Secondary Contact: NAME: Barun Khatri
PHONE #: (202) 687-5440, FAX#: (202)687-2506
5. For any questions regarding Customer Serviceess please call:

NAME: Team B
PHONE #: (800) 316-6056, extension 7540
Hours: 7:00 AM to 7:00 PM, Central Time, NornBalsiness Days

To be used with FA-161-07 15



l. General Information: JP Morgan Chase provides a software program called
Pathway which may be used in conjunction with tr@Jard. Pathway is updated every
business day to reflect all posted transactionalfd?roCards from the previous
business day, allowing virtually real-time trackinGardholders, Supervisors and
Financial Administrators have the ability to notyomiew, but also to reallocate
transactions and printout various reports, sudih@sardholder’s statement.

Il. Logging In, Viewing & Reallocating Transactions The website may be found
by logging in to_https://pwnet.procard.com/georgeta/. It is important that only the
Microsoft Explorer Browser is used to access Payhwa addition, the “Pop-up
Blockers” option located in the “Tools” tab musttoened off. The initial login will
require the combination of the first 4 letterstod Cardholder’s last name combined
with the last 6 numbers of their card. (See l@agireen below.) For example, John
Smith may have a Username of “smit654321". Use ¢bimbination for both the
Username and the Password. (The Username anddtd¢Svease-sensitive.)

a Login - Microsoft Internet Explorer

LIE
B |

|Fi\e Edit View Favorites Tools Help |Address 9:[https:,ip’pwnet‘procard.comfgeorgetownu.i

GEORGETOWN ‘UNIVERSITY

Usemame'l
Passwnrd'l

[T [S@mene

Iﬁstartl B Provalue Services 4.3 | &) nbox For bullg@georg... | B policy & procd quide fin. .. I 5] Document2 - Micrasaft ... | |38] Microsoft Excel - stats xls “a Login - Microsoft Int... |0 % AN 1sam
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Once you enter the Username and Password, yobevgiompted to create a new
password. The popup box will appear, with insinng at the bottom.

A Login - Microsoft Internet Explorer 3 https:/ /pwnek.p
Fie Ell Vew Favoss Took Help | ddres
Qbak - - ¢ B @ & User Login Name:

System
Mews Password:

LEix 15 x]
ekownuy) j Gn ‘ o

Canfirm Passward:

e

Your password must
contain at least one

numeric value and ong
special character and be at

lzast & characters long

| _OK i Cancel |
| |5 | mternet P
Passwnrdl—
Eloone - T —

#start| B ProValue Services ... | €9 Inbox For bulg@g.... | 3] policy & procd quid... | [3€] Microsoft Excel - st... | &7 Pattway et aci... |[ & https;//pwnet.p.. & Login-McrosoftL.. | (@ % 3 N & 10:09.am

The new password must be at least 8 characters lbmgust contain one special
character such as %,%$,#,@,*, at least one numleetharest may be letters. Pathway
will then prompt the Cardholder to login again gstheir newly created password. The
Username will always remain the 4-letter, 6-nundmmbination.
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Once successfully logged in, the Cardholder wil aescreen listing past and current
payment cycle statements. Check the “Select”&inelxt to the most recent date for
transaction reallocation. Then click “Transactiiew” located to the left of the screen.

/3 Pathway Net Admin - Microsoft Internet Explorer == =]
| File Edt View Favortes Took Help ‘Address g‘]https:n’pwnet‘procard‘comfgeorgetuwnufMain—Frames.asp j Go ‘ .'f'
Qbak - - ¢ B @ & __________

Pathway Net®
Inbox
Welcome to Pathway Net, MICHAEL MILES!
Transactions through Maw 01, 2005 are available,
Display Subject Type:
All 7
| Defails | Status | Total§ |
o] 10M4/2005 October 2 2005 MILES, MICHAEL e Mot Submitted $54.58
9 82002005 September 1 2005 MILES, MICHAEL fropiaaal Mot Submitted $6,317.40
Help
Change Password
[Eoore T T Eeres

4 start| (@) Georgetonn Urive... | €9 Inbox For bulg@y... | B Foxfirel Report ... | [58] Microsort Excel - st... | ] policy 8.procd guid... | 8] policy & procd uid... | €] Pathway het ad.. (@ % 3N & 12:16pm

PLEASE NOTE: Georgetown’s paymerycle with JP Morgan Chase is bi-weekly,
always ending on the same Friday as the bi-weekily employees. A calendar listing
the payment cycles is located at the PurchasingCamdracts website at:
http://www.georgetown.edu/finaff/procure/Procardtard_closings.htm(This cycle is
separate from the monthly cardholder billitygle which always starts on the™2and
ends on the 27of each month.) Only items with a posting datbrfg within the
current_paymentycle may have the cost center or account codecased using the
Pathway software. The payment cycle will be doseany further reallocations on the
Wednesday following the payment cycle end. Iftta@saction is grayed out, it can no
longer be reallocated using the Pathway softwarelasongs to a payment cycle that
has already been completed and closed. Any traosameeding reallocated which fall
outside the current payment cycle must be donejoaraal voucher and submitted to
the relevant campus CFO office or General Accogntin
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After clicking “Transaction View” on the left harside of your screen, the following
screen should appear.

a Pathway Net Admin - Microsoft Internet Explorer ;Iilﬁl
| File Edit ‘iew Favorites Tools  Help ‘Address @https:n’pwnet‘prncard‘cnquenrgetnwnufMaln-Frames.asp j Go ‘ 'l';' |
QBack - ) - [x] [ (2 fa

Pathway Net®
Hierarchy Add'| Filters
Hierarchy and Date
Select Hierarchy Enter a date range (mm/ddiyyyy) Sort by
Cycle Type | Select Cycle Type = Start: End: " Transaction Date
Processor Higrarchy = Cycle Date | Select Cycle Type =] [toreareo0s  [EE [11/1172005  [EE & Ppost Date
D LENHIE CARTER
Help
Change Password
| _ViewResults _J Clear J Options |
[& [T 8 [ mtemet
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Enter the date range at the top of the screedifférent than the default). The approver
name of the cardholder will be listed under “StaytUnit”. If the approver name is not
appearing in red, click on the approver name. Whiisto turn it red. Otherwise, the
name should already appear in red. Then, clickherfView Results” button at the
bottom left of the page. This should produce aegitisting all items of the cardholder
with a posting date occurring within the periodsfed.
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To make changes to any item, click on the undetlsig-digit ID.
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After clicking on the underlined ID number, theléVing screen will appear for
adjustments:

If the “Center Number” and “Account Code” fieldsean white and not grayed out, the
reallocation can be made by placing the mousedragipropriate field and typing in a
new Center Number or Account Code. Once the napgsbanges have been
completed, click the “OK” button at the bottom bétpage. The next transaction may
now be selected for reallocation, or the cardhoiday exit the system. Once the
payment cycle has closed, the transaction will appa the CSR directly under the Cost
Center and Account code that was selected foraestibn.
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lll.  Reports: To run reports for your transactions, click oretrests” on the left
hand side of your screen and then click on “Reportée following screen will appear:
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The most frequently run report is the RPT121, Calditr Statement (Central Bill).

This will provide a statement of the cardholdelhsuges for the period you specify.
Click on the round radio button next to the repannber and then click “Next” at the
bottom of the page. Specify the date range irstheen that appears and then click
“Next” until you see the screen for the startingele Click in the small box under Select
and then press “Next”. In the next screen pregsisk’ and the following screen will
appear:

Click the “Run Report” tab at the bottom of the pagA popup will appear stating that
the report may be retrieved from the “Log” whiclompt is located on the left hand side
of the screen. To retrieve the report, click oodgl. This may require a minute or two
to appear. Once the file appears, click on itapdompt will appear to either open or
save it. In order to print the report, open it @etect “Print” from the File tab at the top
left on the tool bar.
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Should problems occur, click on “Support” prompttba left hand side of your screen
for the following information:
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| acknowledge my application for the Georgetownvénsity issued procurement credit
card and upon receipt of the card, | agree to cgmjih the terms and conditions of this
Agreement and the applicable provisions of the Getown University Procurement
Credit Card Program Policies and Procedures. érstand that Georgetown University
is liable to JP Morgan Chase for all charges made®.

Upon receipt of the card, | agree to accept respiityg for the protection and proper
use of this Procurement Card as outlined in thissAment and the Policies and
Procedures. | understand that the University Waluldit the use of the Procurement
Card. | understand that | CANNOT use the Procurdr@ard for restricted
commodities listed in the Policies and Procedurgseosonal purchases or for
purchases not approved by the University. | undadsthat commoditieg,
University Master Agreements are in place, MUSpbrc ity
ould
pe@wn University to
al to the total of the

contract suppliers.

| further understand that igapr¢

total of the impermissible charges including amafice charges.

| understand that Georgetown University may tert@may right to use this
Procurement Card at any time for any reason. leaggreeturn the Procurement Card to
Georgetown University immediately upon requestmorutermination of employment.

My signature below indicates that | have read thisgreement, understand it and
agree to be bound by it, and any subsequent amendnts or addenda, for as long
as | am a Procurement Cardholder at Georgetown Uniersity.

APPLICANT:

Signature: Date:

Print Name: GU ID#:
Department: CampurePh

Campus Address:
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As the Supervisor or Financial Administrator foe tabove listed cardholder, you are
responsible for the employee’s use of the cardudished in the Policies and Procedures
Manual. Transactions need to be budgeted, reviereednciled and audited to ensure
proper use of the card. When reviewing the montGi$R, Procurement Card
transactions will be specifically noted as such.ouYare responsible to notify the
Procurement Card Program Administrator upon tertrana of the cardholder’s
employment.

Your signature on the bottom of this contract vesifthat you are aware of the above
listed cardholder’s participation in this prograimat his/her use of the card is authorized
and that you understand you will be held accouetédnl performing your duties related
to the Procurement Card as outlined above. (NOTE the cardholder is also the
Department Administrator, the cardholder's Supemvismust sign the contract and
perform the above listed duties. Otherwise, thelltalder's Financial Administrator
may sign if they are the one performing the abaveed.)

APPLICANT'S SUPERVISOR OR FINANCIAL ADMINISTRATOR:

Signature: Date:
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GEORGETOWN UNIVERSITY Date: 01/15/2009

To:

From: Gerry Bull, Procurement Card Program Adstrator

Subject: ProCard for

This letter is to inform you that the above lisedployee(s) is currently in possession of a
Mastercard ProCard. The employee(s) has alreatipleted a mandatory training session
educating him/her as to proper use of the card.

The Standard ProCard is for non-restricted commexditnder $2,500. The Travel and
Entertainment (T&E) card allows for certain addiiib categories of expenditures. A copy of
the User Manual is attached for your review. Rigaste the restricted commodities and other
pertinent regulations.

As the Supervisor or Financial Administrator/Cosin€r Manager for your department, you are
responsible for the employee’s use of the cardui;ed in the Policies and Procedures Manual.
Transactions need to be budgeted, reviewed, rdedrand audited to ensure proper use of the
card. When reviewing the monthly CSR, ProCardsaations will be specifically noted as

such. You are responsible to notify the ProCaahRim Administrator upon termination of the
cardholder's employment.

Your signature on the bottom of this contract vesithat you are aware of your employee’s
participation in this program, that his/her conddwse of the card is authorized and that you
understand you will be held accountable for perfognyour duties related to the ProCard as
outlined above.

Please return this document to Gerry Bull, 2121ddfisin Avenue, NW, #400, within 30 days
or the employee’s account may be suspended.

Thank you for your cooperation and department'sigipation in the Procurement Card
Program.

Signature: Date:
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|:|New Cardholder Application [ ]Update Existing Cardholder Information (Please ®H@ne)

Cardholder Name

Job Title

Department Name

Complete Mailing
Address

City

Cost Center to be charged

E-mail Address

Monthly
Credit Limit

»=$500 up to $4,999) $
(T&E - $2,500 up to $10,000)

“Work Phone

GU Go Card ID # (9-Digitarting w/8)

Date of Birth

Mother’s Maiden Name / Passw

Hour p

(Std.)

(T&E)

/

Supervisor's

Title

E-Mail Addresg

(AddBlignatures May Be Req.)

Work Phong

Dept. Name & Complete
Mailing Address

City

State

Zip Code

Financial Administrator

Title

E-mail Address

Dept. Name & Complete
Mailing Address

City

Requestor’s Signature

State

Zip Code

Financial Signature

Supervisor’'s Signature

CFO Signature

Base On Current Campus Signatory Levels)
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