
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?

• Inform the vendor of the tax exemption status 1st: 
• 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
• purchases or leases of motor vehicles when the purchase is made if P-card is used



Special Expense Form
• Special Expense forms 

are required for all 
expenses for food 
within 35 miles of 

SMSU and the form is 
available online.  

• https://www.smsu.ed
u/resources/webspace
s/administration/busi
nessservices/Travel/re

q-for-approval-of-
special-

expenses_2021.pdf

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 )

Click logo in                                                              

https://access.usbank.com/


Cardholder Activity Report 

Step 1

Step 2

Step 3



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



Enter:
- Cost Center
- Object Code 
- Description of what the Purchase is.



Bank Statements are not mailed out.



Cardholder Activity Report 
• Shows all transactions posted to the account 

• (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 15th of month with correct receipts in Business Services.



Print report AFTER 
monthly report closed. 
Date of report is required. 



Cardholder Activity Report - Supervisor Checklist

• Original receipts are attached in order on an 8 ½ x 11 sheet…

• All required items are entered on cardholder report 
• Cost center
• Object code
• Description
• Employee Signature

• Purchases comply with policy/procedure
• Sales tax exempt
• Special expense form
• Out of state travel form

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



Key Contacts – Who to Call
Business Services 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
Business Services

X

Questions about purchasing 
policies and procedures X
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