[image: image1.wmf]JMU Charge Card Newsletter
February 2008
Contact Information:

Jennifer Dellinger
Phone Number:

568-7396

Email:

dellinjx@jmu.edu
Tanya Shifflett
Phone Number:

568-7395

Email:

shiffltl@jmu.edu
Fax:
568-8920

Next Reconciliation Dates:

February 20th-27th 

March 20th-26th 

April 21st-28th 
Open Lab Dates & Times:

February 25th 9am-10:30am
March 25th 1:30pm-3pm

April 25th 9am-10:30pm
Upcoming Reconciliation Classes:

Sign up through J-ESS

Course number IIS 204
February 6th at 9am
March 11th at 1:30pm
April 8th at 1:30pm
GE Contact Information:
Phone General: 1-866-834-3227

Phone genetserivce: 1-800-359-9227
Website: www.genetservice.com
Next Newsletter: April 2008
EVA PCO Orders
[image: image2.wmf]Ariba, which is the system that electronically sends eVA orders to the vendors, made a programming change to block all but the last four digits of the charge card number.  They did this for security purposes as previously when the order was sent to the vendor via e-mail or fax the entire charge card number was included.  Your charge card number is now protected from e-mail hackers and/or unauthorized vendor employees.  Your number will now be protected at a much higher level. 

Unfortunately, that safety is going to cause us some initial problems with the vendors until they come up to speed on the new process.  Vendors that receive electronic orders and accept our Charge Cards have an Ariba account.  When they receive your order electronically they will now need to log into that account to retrieve the charge card information.  This is probably a new and unfamiliar process to many vendors, and many may have trouble even remembering how to log into their Ariba account. 

Katie Weaver has asked Richmond if they are planning to proactively go out to the vendors with a communication to make sure they are aware of the new procedure.  She does not know if they will do that or not. 

What do you need to do if a vendor calls?  First, tell the vendor of the change and that there is a new process for them to receive your number.  Tell them to call the Richmond helpdesk for further information and support on how to log in: 1-866-289-7367.  JMU Procurement Office cannot help them with their Ariba account information so they really do need to call the Richmond helpdesk.
Getting a Strange Coversheet & Purchase Log in the Mail?
When you put in a work order through Facilities Management they may use their small purchase charge card to pick up the items needed to complete your work order.  If they do, they will send you a copy of the purchase log and coversheet for your org.  Please keep this with your monthly budget reconciliation.
Reminders!!

If you are hand reconciling only write the last 4 digits on the log & coversheet!
