Purchasing Card Guide



Sales Tax Exempt Purchases

Part 6. Cardholder Responsibilities:
Contact Business Services for a copy our Tax Exemption Form

How to avoid paying sales tax?

e Inform the vendor of the tax exemption status 15:

* In person, Internet or by phone or fax.

* If you are changed Sales Tax and is not refunded to your card you, you as the Cardholder are
responsible to pay the Sales Tax when the monthly report is submitted to Business Services.

Purchases of:

* lodging (under 30 days)

* waste collection

 disposal services are taxable & sales tax s/b included

e purchases or leases of motor vehicles when the purchase is made if P-card is used



Special Expense Form

N~
Return form to:  Business Services, IL139 .
}&C)UTH WEST 1501 State Street * SF:‘;'?LE’G?'%TAS?O?;{FS

MINNESOTA STATE UNIVERSITY Marshall, MN 56258
REQUEST FOR APPROVAL OF SPECIAL EXPENSES expe_nses for fOOd
within 35 miles of

1. Name of Requester: 2. Title: 13 Cost Center SMSU and the form iS
4. Phone: 5. Date of Request" 6. Reguesting Department: available Online.

7. Expenses for which approval is requested (see instructions on page 2)

The following requires approval of the President.
* https://www.smsu.ed

|:| International Travel
The following may be approved by the appointing authority or designee: u / reso l:' r.ces / V\!e bS pa C.e
s/administration/busi

D Meal(s) which exceed maximum state allowance D Conference and registration fee(s) in excess of §1,000 .
|:| Meal(s) within work area D Lodging within work area nESSSE rVIceS/TraVEI/re
[ ] Refreshments (coffee. tea, or saft drinks) [ ] Other Special Expense (specify) q-fO r-approva I'Of'

special-
expenses 2021.pdf

8. Full title of the conference, workshop, seminar, meeting or other event:

9 Event location (title and address of host facility): 10. Date(s) and time(s) of event:
R

11. Individuals for whom special expense approval is requested (check all that apply & attach list if more space is needed):

|:| Requester Other participants

|:| Additional State Employees. List Names and Titles: List names, titles and organizations:



https://www.smsu.edu/resources/webspaces/administration/businessservices/Travel/req-for-approval-of-special-expenses_2021.pdf

Access Your Cardholder Account On-line
(https://access.usbank.com )

scess Online ) \'I,k-l'

iccess.usbanlcoom, cpsApp L/ AxolPreAuthServiel/logoutda frequestCmdld = logoutbuccess

\ccess® Online

. ouf
nk Welcome to Access Online!

Please enter the informabion below and lagan to begin.

Organization Short Name:
User ID-

Password:

Forgot your password?
Register Online

Password
WebsiteBrowser Requrements

Click logo in
fing you*



https://access.usbank.com/

Step 1

Step 2

Cardholder Activity Report

6 (i) @ | https:/faccess.usbank.com/cpsAppl/AxolComServiet2?requestCmdld=login

B Most Visited ‘. Getting Started == Verizon business acco... :! Labor Standards hom

Ebank. Access Online

Request Status Queue
Active Work Queue
System Administration
Account Administration
Transaction Management
Account Information
Reporting

Dashboard

Data Exchange

My Personal Information

Home
Contact Us

Training

Welcome to Access Online
Your last login was 11/21/2016

Message Center
Message(s) from Access Online

(Ebank. Access Online

Request Status Queue
Active Work Queue
System Administration
Account Administration

Transaction

Management

- Transaction List
Account Information
Reporting
Dashboard
Data Exchange
My Personal Information

Home

Contact Us

Transaction Management

Transaction List
View, review, allocate/reallocate and add co

View Previgus Cycle

Presents ths= Transactian list for the pre\
View Pending Transactions

Presents the pending transactions list.

Step 3

-] Card Account Summary

Account Number: (0]
Account Name:

Billing Cycle Close Date: 11/08/2016 B m

All
Open

11/08/2016

10/10/2016

® Open Account

[+] Search Criteria 09/08/2016

08/08/2016

07/08/2016

[-]1 Transaction List 06/08/2016

Records 1-2of 2

Check All Shown | Uncheck All Shown

Select Status Approval Status Trans

® @ Date
[ Pending 11/01
=l Pending 10/12

Posting Merchant
Date

11/02 VZWRLSS*MY VZ
10/13 BROADCAST MUS

® Reviewed @ Disputed @&+ Reallocated @), @ Trans Detail Level (j U

Chik All Shown | Uncheck All Shown
R s1-20f2

Reallocate ¢fmm Mass Reallocate Change Review Status



Billing Cycle Close Date

Pulls transactions to be
listed/included on the

Cardholder Activity Report

"Open” includes
transactions that have
occurred since the most
recent Billing Cycle Close
Date

"All" includes all
transactions that have
been charged to the card
for the past 6 months

Check All Shown &
Reallocate

@bank Transaction Management

Card Account Summary with Transaction List

Request Status Queue
Active Work Queue
System Administration
Account Administration
Transaction Management
= Transaction List
Account Information
Reporting (-] Card Account Summary
Dashboard
Data Exchange
My Personal Information

xxxxxxxxxxxx

Card Account Number:
Card Account ID: _ __ .

» Trans List

Account Number: @
Account Name:

Home Biling Cycle Close Date: 08/10/2015 [v| (SR
Contact Us All

Training (0J Open Account Open
08/10/2015 |
07/08/2015
06/08/2015
_ — 05/08/2015
(-] Transaction Lis’ y4/08/2015

03/09/2015

[+] Search Criteria

Records 1- 2 of 2
Check All Shown | Uncheck All Shown

Select Status Approval Status Trans Posting Merchant

® Date Date
Pending 0g8/01  08/03 VZWRLSS*MY VZ VB P
Pending 07/29 07/30 BEST WESTERN HOTELS - £
® Reviewed © Disputed (A* Reallocated 'Ej, () Trans Detail Level
-

$Check All Shown | Uncheck All Shown

Records 1-2of 2

[ Reallocate Mass Reallocate Change Review Status

All nf THE carvinm vni 1




Transaction Management
Reallocation Worksheet

| Card Account Number; *##ssaxsss Switch Accounts
Card Account ID: :

Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click
the "Add Alloc" link.

After modifying the allocations, click the "Save Allocations” button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)"
checkboxes and optionally clicking the

"Remove Transaction(s)" button.

* = required
Remove Trans Date Merchant Amount Alloc % Accounting Code - Segment Name (Length)
Trans COSTCENTER (¢) SPACE(1) OBJCODE (4) SPACE2(1) DESCRIPTIOl
11/01/2016 VZWRLSS*™MY VZ VB P $1,338.25 Add Alloc 140540 2025 Stmt 9/24/1
I 10/12/2016 BROADCAST MUSIC INC $1,064.60 Add Alloc 334012 1860 7/1/16 to 6/
-
Enter:
- Cost Center
- Object Code

- Description of what the Purchase is.



Bank Statements are not mailed out.

Request Status Queue

Transaction Management

Account Administration Card Account Summary with Transaction List
Transaction
Management Card Account Number:; = == mm==, . Switch Accounts

» Transaction List Card AccountID:  --~

Account Information Trans List ]

Reporting
Dashboard _ ~ = =]
Data Exchange h
My Personal Information vy WebFOCUS Report " \ s

[-1Card Account Summary = |

= | (i) @ | https;//access.usbank.com/cpsAppl/AxolComR c Q, Search ﬁ E @ ‘ ﬁ -
Home
Account Number: (0] :

Contact Us Account Name: | = <+  Automatic Zoom * e bl‘ n

Teaining
Billing Cycle Close Date: 11/08/2016 ~ ﬁl Cbank

Caranolder Activity

ik U, imeEE

® Open Account

Source Uamescy  Currency Ameunt
Accmersng Cooe
1o 2zme L vz 1pesm

1o EEe
T24017 108D TR ETIT

T e vz 1z

I+ Search Criteria —

OS] T028 it BTEIEE 1D

N il | e



Cardholder Activity Report

* Shows all transactions posted to the account

e (Correct Billing Cycle Close Date) Don’t print report before close date of
report.

* Cardholder reconciles the monthly report
* Cost centers, object codes and descriptions of what the purchase is.

* Organize your receipts & attach them to a standard size of paper and tape
them down - it prevents them from getting lost

* Submit printed, signed, approved Cardholder Activity Report to
Business Services

* Due by the 15t of month with correct receipts in Business Services.



@bank Print report AFTER

monthly report closed.

Cardholder Activity Date of report is required.
Name Account Number: Cycle End Date: 08/10/2015 _
Trans Date Merchant HName Transaction Total Source Currency Currency Amount
Posting Date City, State/Prov.
Allocation Amount Accounting Code
a723r2015 BEST WESTERM $93.27 usD 93327
HOTELS - 5T.
0713072015 5T, CLOUD, MM
593.27 215120 2130 Lodging 2015 Sourcing Summit
08/01/2015 YVZWRLSS'MY VZ VB §1,450.80 UsD 1,450.80
P
QBM32015 800-922-0204, GA
£1,450.80 140540 2025 6724 to 772315 Billing Stmit
Activity Totals Purchases Payments
51,544.07 51,544 07 £0.00
Cardholder Name: Signature:

Supervisor Name: Signature:




Cardholder Activity Report - Supervisor Checklist
* Original receipts are attached in order on an 8 %2 x 11 sheet...

* All required items are entered on cardholder report
* Cost center EEbank.

e 0O bj ect code Cardholder Activity

Account Number:

* Description

* Employee Signature

* Purchases comply with policy/procedure

° Sales taX exempt 0BI03/2015 800-922-0204, GA 61450
* Special expense form iy Toms  wches as
* Out of state travel form o {}

Sign and have cardholder submit to Business Services by the 15t of the month




Key Contacts — Who to Call

Christy — Ext# 6215 Holly — Ext# 6905

Christy.Johnson@smsu.edu Holly.Lichtinn@smsu.edu
Apply for a Purchasing Card X
Replace Damaged Card X
Malfunctioning Card X
Cancel or report lost/stolen
card (during business hours) X

Monthly activity
reports/receipts turned into X
Business Services

Questions about purchasing
policies and procedures X
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