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[bookmark: _Toc219388265]Overview

Beginning August 1, 2021, the following forms for the Small Purchase Charge Card (SPCC) will be moved from paper or email format to electronic format within the PeopleSoft Finance System.  All cardholders are expected, on this date, to use these forms for the following requests:
· SPCC New Cardholder Applications
· Managing SPCC Reconcilers
· Cancel SPCC
· Monthly Credit Limit Increases
· Single Transaction Increases
· Exception Requests 
All forms will be electronically routed to your supervisor for approval then to the Cash and Investments Office or Accounting Technology for final approval and processing.   All active cardholders will have access to PeopleSoft Finance to initiate these forms.  Supervisors, who have access to PeopleSoft Finance, will be able to approve them within the system; those without access will have the approvals on their MyMadison dashboard.  For each request, a cardholder will receive confirmation emails that should be printed and kept with their SPCC records for audit purposes.


[bookmark: _Toc219388266]Form Location-PeopleSoft Finance

PeopleSoft Finance can be reached from the Quick Login Access page on the JMU website: James Madison University - Quick Login Access (jmu.edu) .  In the green shaded box, you will see Finance listed first.  Click on this link.
[image: Screenshot of JMU Information Technology Quick Login Access page with Finance circled in purple.]
[image: Screenshot of PeopleSoft Finance Okta Log In Page.]This will take you to the PeopleSoft Finance login page.  You will use your e-id and password to log into this system.  System access does require Okta verification.  

1. You will click on the navigation button in the upper right corner. [image: Screenshot of upper right bar of PeopleSoft Finance with Navigation button circled.]

2. [image: Screenshot from PeopleSoft Finance of JMU Applications screen]Choose JMU Applications, then JMU Workflow[image: Screenshot from PeopleSoft Finance of Navigation Menu and JMU Applications highlighted and circled.]




3. [image: Screenshot from PeopleSoft Finance of JMU Workflow menu with SPCC selected.]Choose SPCC from the JMU Workflow menu





[image: Screenshot from PeopleSoft Finance of SPCC menu with initiate forms selected.]
4. Choose Initiate Forms from the SPCC menu






5. From the Initiate Forms Menu these options are available:
SPCC Application
This form is to be used by any JMU Faculty, Classified or Wage Staff member who needs to request a Small Purchase Charge Card (SPCC).
Manage Reconcilers
This form is to be used by any current SPCC cardholder who needs to add or delete employees to reconcile their transactions in the Bank of America WORKS system
Cancel SPCC
This form is to be used by cardholders or their supervisors to cancel a current SPCC.  Reasons to cancel a card include when an employee leaves employment with the university or changes positions.

Monthly Credit Limit Increases
This form is to be used by cardholders to request increases to their overall monthly credit limit on their SPCC either temporarily or permanently.
Single Transaction Increases
This form is to be used by cardholders to request increases to their single transaction credit limit on their SPCC either temporarily or permanently.  Increases over $10,000 must include a copy of the invoice and eVA EP/PCO or Procurement written approval.
Exception Requests
This form is used by cardholders to request any exception to a Merchant Category Code (MCC) restriction on the SPCC.  These restrictions can include the restaurant block or accommodation block. 


[image: Screenshot from PeopleSoft Finance of initiate forms menu with SPCC Application selected.]

To begin initiation of a form, you will click on the appropriate form name and fill out the requested information.  

[bookmark: _Toc219388267]Form Examples
[bookmark: _Toc219388268]SPCC Application
This form is to be used by any JMU Faculty, Classified or Wage Staff member who needs to request a Small Purchase Charge Card (SPCC).  The following fields will be automatically filled in based on your e-id and password:
	Applicant’s Eid
	HR/Employee ID#
	Application’s Name
	Date of Birth
	JMU Email Address



The new cardholder must fill in the following information:
	Student? This is either Yes or No. If you are a student, you are not eligible for an SPCC.
	JMU Physical Address: This is your JMU office address
	JMU Phone Number: This is your JMU office phone number
	Applicant’s MSC: This is your departmental MSC
	Default Deptid: This is your departmental ID (org) number
	Supervisor’s Name: This is your supervisor’s name
	Supervisor’s Email: This is your supervisor’s JMU email address
	Transaction Limit: This is the single transaction limit on your card. (typically $10,000)
	Monthly Limit: This is your overall monthly credit limit. (typically between $10,000-$100,000)
Reconciler(s) for Card: These employees can reconcile your charges in the PeopleSoft Finance System.  List their e-ids.  If you want to reconcile your own card, you must list yourself as well.

[image: Screenshot from PeopleSoft Finance of completed SPCC Application with the saved button in the bottom left circled. ]

You must read and agree to all terms and conditions and then hit the submit button.




Once you submit, you will receive a request confirmation. This lets you know your form has been submitted successfully.
[image: Screenshot from PeopleSoft Finance of SPCC Application request completed with form number and submitted on date and time.]

Once your application has been approved by your supervisor and Finance, you will receive an email letting you know the application has been approved.
[image: Screenshot of email to person who initated form showing the form has been submitted through PeopleSoft Finance. ]
[bookmark: _Toc219388269]Manage Reconcilers
This form is to be used by any current SPCC cardholder who needs to add or delete employees to reconcile their monthly charges in the Bank of America WORKS system.  The following fields will be automatically filled in based on your e-id and password:

	Cardholder Name

The cardholder will fill out the last four digits of their card number and all other fields based on what they would like to do.  If they want to add a reconciler, they will choose “add” and fill in the cardholder’s e-id.   If they want to delete a reconciler, they will choose “remove” and fill in the cardholder’s e-id. Once complete, click the Submit button in the bottom left corner of the page.
[image: Screenshot from PeopleSoft Finance of Manager reconcile form with submit button circled in lower left corner. ]
















 


Once you submit, you will receive a request confirmation. This lets you know your form has been submitted successfully.
[image: Screenshot of request confirmation for submitted manage reconcilers form with form number and date and time form was submitted.]

Once your form has been approved by Finance, you will receive an email confirmation.

[image: Screenshot of email to cardholder showing the manager reconciler form was submitted in PeopleSoft Finance. ]

Note: If the reconciler is a new user to the Bank of America WORKS system, they will receive a welcome email once the Manager Reconcilers form has been completed from Bank of America to setup their profile in Bank of America WORKS.
[bookmark: _Toc219388270]Cancel SPCC
This form is to be used by cardholders or their supervisors to cancel a current SPCC.  Reasons to cancel a card include when an employee leaves employment with the university or changes departments.  The following field will be automatically filled in based on your e-id and password:
	Requestor’s Name
The person filling out this form will need to fill in the following information:
	Cardholder’s Name
	Cardholder’s Eid
	Cardholder’s Last 4 Digits of SPCC

Once complete, click the Submit button in the bottom left corner of the page.

[image: Screenshot from PeopleSoft Finance of SPCC cancel form completed and the submit button circled in lower left corner. ]

Once you submit, you will receive a request confirmation. This lets you know your form has been submitted successfully.

[image: Screenshot from PeopleSoft Finance of request confirmation that SPCC cancel card form was submitted with form number and submitted on date and time.]

Once the form has been approved by Finance, you will receive an email to keep with your SPCC records.

[image: Email to initator of SPCC Cancel form showing the form was submitted in PeopleSoft Finance. ]
[bookmark: _Toc219388271]Monthly Credit Limit Increases
This form is to be used by cardholders to request increases to their overall monthly credit limit on their SPCC either temporarily or permanently. The following field will be automatically filled in based on your e-id and password:

	Cardholder Name
 
The cardholder will need to fill in the following information:
	Cardholder’s Last 4 Digits of SPCC
	Duration: Permanent or Temporary.  For temporary, you can put in a start and end date.
	Request Limit: This is the new limit you are requesting.

Once complete, click the Submit button in the bottom left corner of the page.

Permanent Request
[image: Screenshot from PeopleSoft Finance of Monthly Credit Limit Increase form filled out, permanent duration seleted and the submit button in the lower left corner circled.]
Temporary Request
[image: Screenshot from PeopleSoft Finance of Monthly Credit Limit Increase filled out duration of temporary selected and start and end date filled in and the submit button circled in the lower left corner.]

Once you submit, you will receive a request confirmation. This lets you know your form has been submitted successfully.

[image: Screenshot from PeopleSoft Finance of request confirmatin page with form number and date/time it was submitted.]

Once the form has been approved by Finance, you will receive an email to keep with your SPCC records.

[image: Screenshot of an email notification confirming approval of a Small Purchase Charge Card monthly credit limit increase form. ]


[bookmark: _Toc219388272]Single Transaction Increases
This form is to be used by cardholders to request increases to their single transaction credit limit on their SPCC either temporarily or permanently.  Increases over $10,000 must include a copy of the invoice and eVA EP/PCO or Procurement written approval.  The following field will be automatically filled in based on your e-id and password:

	Cardholder Name

The cardholder will need to fill in the following information:
	Cardholder’s Last 4 Digits of SPCC
	End Date: This is the date the increase will expire.
	Request Single Transaction Limit: This is the limit you are requesting.
eVA EP/PCO Number or Exclusion: You must enter an eVA order number or an appropriate exclusion.  If you are entering an exclusion, you must attach written permission from the Procurement office before your limit will be increased.
Comment: Use this section to let Cash and Investments know any additional information on the request.  
*NOTE: Once you submit the request, you will need to attach a copy of the invoice and any other important documentation related to the request.

Once complete, click the Submit button in the bottom left corner of the page.
[image: Screenshot of an online form titled "Single Transaction Increase" for requesting an increase in single transaction limit on a JMU Small Purchase Charge Card. The form includes fields for cardholder's name, last 4 digits of SPCC, end date, requested limit,, eVA EP/PCO number, and comments, with submit and cancel buttons at the bottom.
]

Once you click the Submit button, you will then be requested to add attachments. This would include copies of the invoices or any other relevant documentation.  Click the Add Attachments button.
[image: Screenshot of a request confirmation page showing submission details for Form Number  with a timestamp. Page includes instructions for adding attachments via an "Add Attachments" button and explains the process for saving and returning to the request.
]



On the SPCC Attachments Page, you will choose “Add Attachment” to upload your relevant documentation.
[image: Screenshot of a web page titled "SPCC Attachments Page" showing an interface for viewing, adding, or deleting attachments related to a request. There are buttons for adding or deleting attachments and navigation controls.
]

You will browse your computer to find the location of the documentation.
[image: Screenshot of a file attachment dialog box with options to browse for a file, upload, or cancel. 
]

Once you find your document, you will add it, and hit the Upload button.

[image: Screenshot of a file attachment dialog box showing a selected file named.  Interface includes Browse button for file selection, and Upload and Cancel buttons for user action.
]

You will be prompted to add a description to your document (you do not have to add a description).

[image: Screenshot of a dialog box prompting user to add a description for the file just uploaded.  The OK button is circled under description box.

]

If you choose YES, you can add up to a 30-character description, then click the OK button

[image: Screenshot of a pop-up dialog box titled "Add Description" with a 30-character limit for input. There are two buttons labeled "OK" and "Cancel" for user interaction.
]

Your attachment will now appear on the SPCC Attachments Page. If it is correct, you can click the Return button.  If you’d like to add more, you can click the Add Attachment button again, or you can delete the attachment.

[image: Screenshot of a web interface for managing attachments on an SPCC page, with options to view or delete, and buttons to add or delete attachments and return to a previous page.
]

When you click the Return button, you will be taken back to the Request Confirmation page.  This shows your request has been submitted.

[image: Screenshot of a request confirmation page showing submission details with form number and a timestamp.. Page includes instructions for adding attachments with a labeled "Add Attachments" button below the text.
]

Once the form has been approved by Finance, you will receive an email to keep with your SPCC records.

[image: Screenshot of an email notification confirming approval of a Small Purchase Charge Card form by Finance. Email includes form details such as form , type of form,  initiator  and submission date.
]

[bookmark: _Toc219388273]Exception Request
This form is used by cardholders to request any exception for a Merchant Category Code (MCC) restriction on the SPCC.  The following field will be automatically filled in based on your e-id and password:

	Cardholder Name

The cardholder will need to fill in the following information:
	Cardholder’s Last 4 Digits of SPCC
	Duration: Permanent or Temporary, for temporary, you will put in a start and end date.
	Exception Type: This is the MCC Code you want lifted on the card.
Justification: Use this section to let Cash and Investments know any additional information on the request.  You must have something in this field for approval.

Once complete, click the submit button in the bottom left corner of the page.












Temporary Request
[image: Screenshot of an online exception request form for JMU Small Purchase Charge Card, allowing cardholders to submit temporary exception requests with details like cardholder name, last four digits of card, duration, dates, exception type, justification, and comments. 
]

Permanent Request
[image: Screenshot of an online exception request form for JMU Small Purchase Charge Card users to request approval for specific purchase exceptions. Form includes fields for cardholder's name, last four digits of card, duration dropdown, exception type dropdown box and justification text box with and buttons for submit and cancel.
]


Once you click the Submit button, you will then be requested to add attachments. This would include copies of the invoices or any other relevant documentation.  Click the Add Attachments button.

[image: Screenshot of a confirmation message indicating a request submission with form number and submission date . Includes instructions for adding attachments via an "Add Attachments" button and details on saving and returning to the page after uploading.
]

*The adding an attachment process is the same as for single transaction limit requests.  See page 13 for detailed instructions. The request confirmation page shows your request has been submitted.

Once the form has been approved by Finance, you will receive an email to keep with your SPCC records.

[image: Screenshot of an email notification from auto_notifcation@jmu.edu confirming approval of a Small Purchase Charge Card form by Finance. Email details include form number, form type Exception Request, initiator , and submission date.
]
[image: Screenshot of a request confirmation message displaying submission details. It includes bold labels for "Form Number"  and "Submitted On" with date and time.
]
[bookmark: _Toc219388274]Approvals

[bookmark: _Toc219388275]My Madison Approvals

When a form has been submitted, supervisors will receive an email letting them know they have a form to approve.
[image: Screenshot of an email notification from JMU regarding a Small Purchase Charge Card form submission awaiting approval. The email includes form details such as form number, form type, initiator and submission date, with a link to MyMadison for approval actions.
]
Supervisors will be able to approve all SPCC forms within MyMadison Approvals.  MyMadison can be reached from the Faculty/Staff Main home page at: https://www.jmu.edu/gateway/faculty-staff.shtml On the left-hand side, there is a gray shaded box, and MyMadison is listed in that box.  
[image: A screenshot of a login menu listing nine access links for a university portal, with MyMadison circled.]
You will use your e-id and password to log in.  System access does require Okta verification.  
[image: Login screen for James Madison University’s MyMadison portal, prompting users to sign in with Okta FastPass or enter JMU eID. ]







From the My Approvals tab in MyMadison, the supervisor will see how many SPCC forms are in their pending approvals, under Finance.  Click on the blue hyper link SPCC Forms to be taken to the My Approvals-Finance.
[image: Screenshot of a university portal dashboard showing sections for Student Administration, Human Resources, and Finance with data on pending approvals and open items. ]
[image: Screenshot of a university finance approval dashboard showing a list of SPCC forms with details like form number, cardholder name, dates, and amounts. The table includes columns for initiator name, action dropdowns, and buttons for viewing applications, routing, attachments, and comments.]
From the My Approvals Tab, the approver can do the following:
View Application - on any SPCC Application, the approver can view the form by clicking the View Application button.
[image: Screenshot of a software interface displaying SPCC form details including form number, applicant name, date submitted, default deposit, transaction limit, and monthly limit. The interface features dropdown menus for "Critics, Link Boundaries," buttons for "View Application," "View Routing," and "View/Edit Comments," with a clean layout and labeled fields for user interaction.]
The application will come up for the approver to review. Once reviewed, click the Cancel button at the bottom of the application to return to the approvals page. [image: Screenshot of a Small Purchase Charge Card (SPCC) request form. ]


View Routing - this will show the approver the routing of the form.  To view, click on the View Routing button.
[image: Screenshot of a software interface displaying a form titled "SPCC Form - Monthly Credit Limit Increase" with fields for form number, cardholder name, level, duration, start and end dates, requested amount, and approved amount. The form includes dropdown menus for selecting a name, buttons labeled "View Routing" and "View/Add Comments," and shows data for cardholder with specific dates and amounts filled in.
]
The forms approval routing will come up; once the approver has reviewed, they can click the Return button to go back to the My Approvals-Finance page.
[image: Screenshot of an approval workflow diagram for a monthly credit limit increase in SPCC Workcenter, showing current status. ]
View Attachments - if a form has an attachment, the approver can view that attachment by clicking the View Attachments button.
[image: Screenshot of a form titled "SPCC Form - Single Transaction Increase" displaying transaction details such as form number, cardholder name, card ID, end date, requested single transaction limit, and request ID. The form includes dropdown selection for a credit line source and buttons labeled "View Routing," "View Attachments," and "View/Add Comments." With the View Attachements button circled.
]
This will take the approver to the SPCC Attachments page. Click on the View button to pull up an image of the attachment. *Note you may need to enable pop-ups to see the attachment* After viewing the attachment, the approver would click the Return button to go back to the My Approvals-Finance Page.
[image: Screenshot of a document management interface titled "SPCC Attachments Page" showing a table with columns for Attachment, Description, Last Update Date/Time, Last Update User ID, and View. 
]
View/Add Comments - if any comments have been made about a submitted form, the approver could view them there as well as make comments.
[image: Screenshot of a transaction form showing a single transaction increase request for cardholder . Form includes request amount of , expiration date , and submission date, with dropdown menu for selecting approver and buttons for routing, attachments, and comments.
]
If the approver would like to make a comment here, they can do so by selecting the Add Comment button.  
[image: Screenshot of a SPCC Workcenter Comments interface showing a comment entry form.The interface includes columns for Form Type, Last Update User ID, Comment, and Last Update Date/Time, with buttons for adding comments and returning to a previous screen.
]
Once the approver adds the comment, you will see it added on the SPCC Workcenter comments.  If complete, click the Return button to go back to the My Approvals-Finance page.  
[image: Screenshot of a comment management interface titled "SPCC Workcenter Comments" displaying a table with columns for Form Type, Last Update User ID, Comment, and Last Update Date/Time. 
]
Once an approver has reviewed all documentation, they will either approve or deny the form.  To do this, they will choose, under Action, either Approve or Deny. Make sure the check box on the far left is checked for the row you are working on.
[image: Screenshot of a finance approval interface showing a list of SPCC forms with columns for initiator name, action dropdown, and view options. The action dropdown is expanded with options "Approved" and "Denied," and buttons for viewing routing, attachments, and comments are visible.
]
Once the correct status has been entered and the box on the left is checked, the approver will scroll to the bottom of the page and click the Submit button on the lower left corner.
[image: Screenshot of a web form interface displaying buttons labeled "Send All," "Clear All," "Set Checked to Approve," and "Submit" at the top, with a "Refresh" button at the bottom left.]
A message will pop up confirming the approver’s action. If correct, click the Yes button. If incorrect, click the No button.
[image: Screenshot of a confirmation dialog box asking to approve form.  There are two buttons labeled yes or no.]
Once the approver has approved the form, it will be sent to Finance for final approval.
If the form is denied by the approver, the form will be rejected, and the cardholder would need to submit again if the request is still needed.

When an approver denies a form, they will be required to add a denial reason that will be sent back to the cardholder or initiator.  Once complete, the approver will click the OK button.
[image: Screenshot of the dialog box showing the description box when a form is denied with the OK button circled.]
If the approver has several forms to approve and wants to approve them all at once, they would click the Select All hyperlink and the Set Checked to Approve hyperlink at the bottom of the page.  This will set all lines to approve at once when the Submit button is clicked.
[image: Screenshot of MyMadison MyApprovals for Finance with a list of several forms and the Select All, Set Checked to Approve and Submit buttons circled.]

A pop up message will appear for each form confirming you want to approve all the forms (the number of forms you are approving will appear in the box).  If everything is correct, the approver would click the Yes button.
[image: Screenshot of pop up box with message "Are you sure you want to approve 4 forms?" and two boxes to choose, "Yes" or "No"]

[bookmark: _Toc219388276]PeopleSoft Finance Approvals 

Supervisors who have access to PeopleSoft Finance can also approve forms through PeopleSoft Finance JMU Workflow.  Under the Navigator > JMU Applications > JMU Workflow > SPCC > Approve Forms
[image: Screenshot of the Navigator SPCC forms in PeopleSoft screen with the Approve Forms circled.]


The Approve Forms Page will come up.  
[image: Screenshoot from PeopleSoft Finance of Approve forms with two forms listed and the view forms button on the far right of each form circled. ]
On each form, click the View Form button in order to view and approve.
[image: Screenshot of Appove SPCC Forms from PeopleSoft Finance with a monthly credit limit increase form.  There are four buttons at the bottom: Approve, Deny, View Routing and Add Comments circled. ]
After reviewing the form, you can choose to approve or deny the form depending on your decision. You can also view the routing and add comments for the cardholder and Finance.







Approve
You will choose the Approve button. A pop-up box will come up to confirm you want to approve the form. If you choose yes, the form will be approved and moved to the next routing approval.
[image: Screenshot of pop up box with the message "Are you sure you want to approve this form" with two buttons Yes or No. ]
Deny
You will choose the Deny button. A pop-up box will come up to confirm you want to deny the form. If you choose yes, an additional box will come up requiring you to put in a reason for denial.  You must type a reason and hit the OK button.
[image: Screenshot of pop up box with the message "Are you sure you want to approve this form" with two buttons Yes or No.   ]
[image: Screenshot of pop up box with the message to type of reason for denying form with the OK button circled.]




[bookmark: _Toc219388277]  Contact Information

Cash & Investments:	appa@jmu.edu (Departmental mailbox monitored during business hours)
SPCC Program Administrators:
Jennifer Hart Barb	568-7396	hartjd@jmu.edu
Racheal Estep		568-6771	esteprm@jmu.edu 
Kristin Johnston		568-8061	john32km@jmu.edu
Tish Leeth			568-3205	leethtc@jmu.edu
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FOR DEPARTMENTAL PURCHASES. | UNDERSTAND THAT:

1. 1 amfully responsible for all expenses charged to the card by me_Unauthorized purchases via
the Purchase Credit Card may resultin loss of the card. | accept full responsibilty for any
unauthorized personal purchases made with the SPCC

2. 1 must only use the card to purchase goods, supplies, and services for operations,
maintenance, and repairs, equipment and to purchase air/rail ickets through the Intemet ¥ the
vendor has a secure webste.

3. | must retum the card to the Finance Office imme diately upon request of my department head
orthe SPCC Program Administrator, upon terminating employment, or transferring from one
University department to another

4. 1 must follow University Policies and Procedures and the Small Purchase Charge Card
Procedure currently in effect over the SPCC.

5. | must reportlost or stolen Small Purchase Charge Cards immediately to the JMU Cash &
Investments office, ext #87396





image14.png
Manage Reconcilers

Complete the form below to add o remove reconcilers from your JMU Small Purchase
Charge Card The SPCC Cardholder must complete and submit this form themselves.
Once the form is submitted, the application will be routed to Finance Accounting

amaron Josnua

Last 4 Digits of SPCC: (2575

Action:
Reconcilers Name:
Reconciler's Eid:
Action:
Reconcilers Name:
Reconciler's Eid:

Cardnolders: Please Note- Reconcilers must also have PeopleSoft Finance
access. Access can be requested here

St Gl |
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< JMU Department Page Request Confirmation

Request Confirmation

Your request has been submitted.

Form Number: 345

‘Submitted On: 06/15/2021 10:55:024
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Mon 6/7/2021 5:01 PM

auto_notifcation@jmu.edu

SPCC Form Approved by Finance
To. I Charge Accounts Payable Card rogram Admiistrator

The Small Purchase Charge Card form below has been approved by Finance:

Form Number: 280

Form Type: Manage Reconcilers
Initiator: Dickens,Caroline Michelle
Date Submitted: 2021-06-07

Note to Initiator: Approve
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SPCC Cancel

Complete the form below to cancel your JMU Small Purchase Charge Card. The SPCC
Cardholder o their Supervisor must complete and submit this form themselves. Once the
form is submitted, the form vill be routed to Finance Cash & Investments for proces:

The SPCC will be cancelled upon receipt. Please destroy the card after submitting

form

Requestor's Name:
Cardnolder's Name:

Cardholder's Eid:
Last 4 Digits of SPCC:

= ==
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Request Confirmation

Your request has been submitted.

Form Number: 3:5

‘Submitted On: 06/15/2021 11:07:2541
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€ Reply [ Reply All | Forward G5 1M
Mon 6772021 401 PM

auto_notifcation@jmu.edu

SPCC Form Approved by Finance

o [ Charge Accounts Payable Card Program Adminitrator

The Small Purchase Charge Card form below has been approved by Finance:

Form Number: 258

Form Type: Cancel SPCC
Initiator: Eckert,Jan B

Date Submitted: 2021-06-03





image20.png
Monthly Credit Limit Increase

Complete the form below to increase the monthly credit it on your JMU Small Purchase
Charge Card The SPCC Cardholder must complete and submit this form themselves.
Once the form is submitted, the application will be routed to your Supervisor for approval

Cardholder's Name:
Last 4 Digits of SPCC;
Duration:
Request Limit

=y ==
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Monthly Credit Limit Increase

Complete the form below to increase the monthly credit imit on your JMU Small Purchase Charge
Card. The SPCC Cardholder must complete and submit this form themselves. Once the form is
submitted, the form will be routed to your Supervisor for approval.

Cardholder's Name: Grifitn Livia Saunders
Last 4 Digits of SPCC: 1234

Duration: [Temporay <
Start Date: 06/152021 |5
End Date: [07/152021 |

Requested Limit: 315,000
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Request Confirmation

Your request has been submitted.

Form Number: 349

‘Submitted On: 06/15/2021 11:10:0341
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€2 Reply 2 Reply All € Forward G5IM

Mon 6/7/2021 401 PM
auto_notifcation@jmu.edu

SPCC Form Approved by Finance
To. I Charge Accounts Payable Card rogram Admiistrator

The Small Purchase Charge Card form below has been approved by Finance:

Form Number: 77

Form Type: Monthly Credit Limit Increase
Initiator: Eckert,Jan B

Date Submitted: 2021-05-11
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Single Transaction Increase

Complete the form below to increase the single transaction limit on your JMU Small Purchase
Charge Card. The SPCC Cardholder must complete and submit this form themselves. After
clicking Submit, you will have the option to attach supporting documentation. When submitted, the
form will be routed to your Supervisor for approval.

Cardholder's Name: Grifitn Livia Saunders
Last 4 Digits of SPCC: 1234
End Date: 05202021 |5

Requested Single Transaction Limit: 51500000
VA EPIPCO Number or Exclusior

1 [EP3340176 | note: exclusions require supporting documentation be.
attached.

Cardholder's Comments: [5ay Danier's invoice over $10,000, EP3340176.

After clicking submit, you will have the option to attach supporting
documentation.

‘Submit Cancel
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Request Confirmation

Your request has been submitted.

Form Number: 350
‘Submitted On: 06/15/2021 11:19: 151

Click the Add Attachments button belowto add supporting documentation to
yourrequest

Afier adding attachments and clicking the Retur button on the SPCC.

Attachments Page, your attachments will be saved to the request and you wil
be retumned to this page. You can then navigate away from this page.

‘Add Aftachments





image26.png
SPCC Attachments Page

View, Add, or Delete Attachments below. Any changes will be saved {o the request when the Retum buttonis clicked.

Attachments Farsonaize)| Find | @) B First (0 1011 @ Last
Atachment bescription Last Upate DerTime SES1UORe gy,
1 jew

‘Add Aftachment Delete Attachment
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File Attachment

Browse...  No file selected.
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File Attachment

Browse... | Daniels Invoice.pdf
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Message

Would youlike to add a description for Daniels_Invoice paf?
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Add Description

(30 character limit.)

Description: (Copy of Invoice for Daniels|

[ok ] [Ccaneel ]
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SPCC Attachments Page

View, Add, or Delete Attachments below. Any changes will be saved {o the request when the Retum buttonis clicked.

Attachments Personalize | Find | @] B First (0 1011 @ Last
Atachment bescription Lost Ut DerTime SESEUBORS vt peiter
1 Dariels_invoicepot Copyofinice orDanils 0611521 1130314 GRIFFILS =

‘Add Aftachment Delete Attachment
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Request Confirmation

Your request has been submitted.

Form Number: 350
‘Submitted On: 06/15/2021 11:19: 151

Click the Add Attachments button belowto add supporting documentation to
yourrequest

Afier adding attachments and clicking the Retur button on the SPCC.

Attachments Page, your attachments will be saved to the request and you wil
be retumned to this page. You can then navigate away from this page.

‘Add Aftachments
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Q2 Reply [ Reply All £} Forward G5 IM
Mon 6/7/2021 401 PM
auto_notifcation@jmu.edu
SPCC Form Approved by Finance

To [ Charge Accounts Payable Card Program Administrator

The Small Purchase Charge Card form below has been approved by Finance:

Form Number: 188

Form Type: Single Transaction Increase
Initiator: Eckert,Jan B

Date Submitted: 2021-05-25
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Exception Request

Complete the form below to request an exception on your JMU Small Purchase Charge Card. The
SPCC Cardholder must complete and submit this form themselves. After clicking Submit, you will
have the option to attach supporting documentation. Once the form is submitted, the form will be
routed to your Supervisor for approval.

Cardholder's Name:
Last 4 Digits of SPCC:
Duration:

Start Date:

End Date:

Exception Type:
Justification:

Cardholder's Comments:

Griffith,Livia Saunders

1234

Temporay_~
oeits021 |5
0602021 |5
Restaurant <~

[To purchase pizza for year end meeting

|Annual meeting with all student employees and faculty/staff to go over
accomplishments and make goals for next academic year

After clicking submit, you will have the option to attach supporting
documentation.

ET
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Exception Request

Complete the form below to request an exception on your JMU Small Purchase Charge Card. The
SPCC Cardholder must complete and submit this form themselves. After clicking Submit, you will
have the option to attach supporting documentation. Once the form is submitted, the form will be:

routed to your Supervisor for

approval.

Cardholder's Name: Giifitn Livia Saunders

Last 4 Digits of SPCC:

Duration:
Exception Type:
Justification:

Cardholder's Comments:

: (1234

Permanent .

Restaurant

[To purchase pizza student elated actvites]

documentation.

ET

After clicking submit, you will have the option to attach supporting
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Request Confirmation

Your request has been submitted.

Form Number: 351
‘Submitted On: 06/15/2021 11:40:21AH

Click the Add Attachments button belowto add supporting documentation to
yourrequest

Afier adding attachments and clicking the Retur button on the SPCC.

Attachments Page, your attachments will be saved to the request and you wil
be retumned to this page. You can then navigate away from this page.

‘Add Aftachments
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Mon 6/7/2021 4:00 PM

auto_notifcation@jmu.edu

SPCC Form Approved by Finance
To. I Charge Accounts Payable Card rogram Admiistrator

The Small Purchase Charge Card form below has been approved by Finance:

Form Number: 264

Form Type: Exception Request
Initiator: Eckert,Jan B

Date Submitted: 2021-06-03
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Request Confirmation

Your request has been submitted.

Form Number: 352

‘Submitted On: 06/15/2021 11:49:2341
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From: auto_notifcation@jmu.edu <auto_notifcation@jmu.edu>

sent: Thursday, July 1, 2021 1:00 PM

To: Charge Accounts Payable Card Program Administrator <appa@jmu.edu>; Charge Accounts Payable Card Program Administrator <appa@jmu.edu>
subject: SPCC Form Awaiting Your Approval

The Small Purchase Charge Card form below has been electronically submitted and is awaiting your approval
Form Number: 406

Form Type: SPCC Application

Initiator: Dickens,Caroline Michelle

Date Submitted: 2021-07-01

Please log into MyMadison to approve/deny the form.
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Login

Campus Directory
MyMadison

JMU E-mail
JobLink

1S Applications
Canvas
Sharepoint
Linkedin Learning
SSLVPN
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Sign in with your account to access MyMadison

JAMES MADISON

By signing in, you are agreeing to
our Acceptable Use Policy

@ sign in with Okta FastPass

OR

‘ hartjd ‘

Unlock account?

IT Help Desk &7

IT Service Portal

Accessibility and Acceptable Use Policy

—_
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JAMES MADISON UNIVERS]

MyMadison  Employee  Facuty  Advisor  MyAccounts | MySenices MyApprovals

Main Menu

Pardon Our Dust
Modernizing MyMadison - JMU is working to improve the user interface in MyMadison by providing a common experience regardiess of device for all constituents. These changes

the user interface up to modern standards and make it more efficient and intutive. These improvements will be rolled out in multiple phases. To support this, Mobile MyMadison for
has been turned off at this time. We are working on expanding Modern MyMadison to both Students and Employees soon

Student Administration (SA) L 12 Human Resources (HCM)
You do not have access to HCM approvals.

Number of Pending Approvals:
7-DirectiveWaiver Request

Finance
"Number of Pending Approvals:
7 - sPCCForms
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JAMES MADISON UNIVERS

MyMadison  Employee  Facuty  Advisor  MyAccounts

Main Menu

My Approvals - Finance

Initator Name.

SPCC Form - Manage Department
Form Numper: 331
‘Cardnolder's Name: Charles Cook
O Last 4 Digits of SPCC: 3424
Action: Add
Department ID: ACADF2
Date Submitted: 0611012021
SPCC Form ~ SPCC Application
Form Numoer 347
Applicant's Name: Livia Grifitn
[ Date Submitted: 0611512021
Default Deptid # 100727
Transaction Limit $10,000.00
Monthly Limit $10,000100
Reconciler(s) Name(s): Barb, Jennifer: hartid@imu edu
'SPCC Form ~ Monthly Credit Limit ncrease
Form Numper: 349
‘Cardnolder's Name: Livia Grifitn
Last 4 Digits of SPCC: 1234
[ Duration: Temporary
‘Start Date: 06/1512021
End Date: 071152021
Requested Limit $15,000.00
Date Submitted: 0611512021
SPCC Form - Single Transaction Increase
Form Number: 350
‘Cardnolder's Name: Livia Grifitn
Last4 Digis of SPCC: 1234
[ End Date: 0613022021
Requested Single Transaction Limit $15,000.00
€VAEPIPCO Number or Exclusion’ EP3340176
‘Cardnolders Comments: Pay Danief’s invoice over
$10,000, EP3340176
Date Submitted: 0611512021
SPCC Form — Exception Request
Form Number 351
‘Cardnolder's Name: Livia Grifitn
Last4 Digits of SPCC: 1234
Duration’ Temporary
Start Date: 06/152021
[ End Date: 063012021
Exception Type: Restaurant
Justification: To purchase pizza for year end meeting
‘Cardnolders Comments® Annual meeting with all
Student employees and facultystaffto go over
‘accomplishments and make goals for next academic
year
Date Submitted: 0611512021
SPCC Form - Manage Department IDs
Form Numoer: 352
Cardnolder's Name: Livia Grifith
[ Last4 Digis of SPCC: 1234
Action: Add
DepartmentID: 100709
Date Submitted: 06/15/2021

CookCharles
Christopher

Giifith Livia Saunders

Giifith Livia Saunders

Giifith Livia Saunders

Giifith Livia Saunders

Giifith Livia Saunders

MySenices

Action

MyApprovals

View Application

[Personaiize}| Fina | €] B First © 17017 © Last

] [ View Application |

ViewRouting  View Attachments _ View/Add Comments
‘View Routing View/Add Comments
‘View Routing View/Add Comments
‘View Routing View/Add Comments
ViewRouting | [ View Attachments | | ViewiAdd Comments

View Routing | | View Atachments | | Viewdd Comments

TR
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SPCC Form - SPCC Application

Form Number. 347

Applicant's Name: Livia Grifitn

Date Submitted: 06/15/2021

Default Deptid # 100727 S
Transaction Limit $10,000.00

Honthly Limit $10,000 00

Reconciler(s) Name(s): Barb, Jennifer: hartjd@imu.edu

[ View Appiiction | | View Routing

View/Add Comments
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Reconciler(s) for Card: [Jennifer Baro, hartid

Monthly Limit: ~ $10000.00

Include the First/ Last Name and Eid of all reconciler(s) o be
‘added to the card, separated by a comma. Ifthe ability is needed
to reconcile your own card, your name must be included here.

‘Submit Date: 07/07/2021 11:32:08A1

I REQUEST A JMU SMALL PURCHASE CHARGE CARD (SPCC) IN MY NAME TO USE
SOLELY FOR DEPARTMENTAL PURCHASES. | UNDERSTAND THAT:

1.1am fully responsible for all expenses charged to the card by me. Unauthorized
purchases via the Purchase Credit Card may result in loss of the card. | accept full
responsibility for any unauthorized personal purchases made with the SPCC.

2. Imust only use the card to purchase goods, supplies, and services for operations,
‘maintenance, and repairs, equipment and to purchase airfrail tickets through the
Internet i the vendor has a secure website.

3.1 must return the card to the Finance Office immediately upon request of my
department head or the SPCC Program Administrator, upon terminating
employment, or transferring from one University department to another.

4.1 must follow University Policies and Procedures and the Small Purchase Charge
Card Procedure currently in effect over the SPCC.

5.1 must report ot or stolen Small Purchase Charge Cards immedately to the JMU
Cash & Investments office, ext #87396.

6. understand that in order to properly purchase goods and services through the
internet, the vendor must have a Secure Socket Layer (SSL) Version 2.0 or greater.

To ensure the vendor has a SSL, the address window must start with https:/. | will
record the vendor's website address on the purchasing log.

Iunderstand and agree to these terms.

The Commonwealth of VA Corporate Purchasing Card Employee Agreement can be
found here. Please review this agreement and print a copy for your records.

Ihave read the Commonwealth of VA Corporate Purchasing Card Employee
Agreement terms. | understand and agree to these terms.

Iunderstand PeopleSoft Finance access is required for SPCC reconcilers,

Iunderstand that once my application is processed, | will be granted access
to PeopleSoft Finance to perform card maintenance functions.
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'SPCC Form — Monthly Credit Limit Increase

Form Number. 349

Cardholder's Name: Livia Grifith

Last 4 Digits of SPCC: 1234

Duration: Temporary Grifih Livia Saunders
‘Start Date: 06/15/2021

End Date: 07/15/2021
Requested Limit $15,000.00
Date Submitted: 06/16/2021

View Routing

View/Add Comments
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PCC Workcenter

Approval Path
1349: MINC:Pending
Monthly Credit Limit Increase.
Pending Not Routed
Wulipls Approvers |y | Hultple Approvers

(© SPoC Superviors

Retum

Finance Cash & investments.
=)
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SPCC Form - Single Transaction Increase
Form Number. 350

Cardholder's Name: Livia Grifith

Last 4 Digits of SPCC: 1234

End Date: 06/30/2021

Requested Single Transaction Limit $15,000.00 S EnETIED
VAEPIPCO Number or Exclusion: EP3340176

Cardholders Comments: Pay Daniel's invoice over

$10,000, EP3340176

Date Submitted: 06/15/2021

ViewRoutng | | View Atachments | | Viewadd Comments
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SPCC Attachments Page

Attachments Personalize | Find | @] B First (0 1011 @ Last
Atachment bescription Last Upeate DerTime LESHUBGRES i,
4 Daniels_inioice por Copy of nvoiceforDaniels  06/15%21 1130314 GRIFILS
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SPCC Form - Single Transaction Increase
Form Number. 350

Cardholder's Name: Livia Grifith

Last 4 Digits of SPCC: 1234

End Date: 06/30/2021

Requested Single Transaction Limit $15,000.00 eI
VAEPIPCO Number or Exclusion: EP3340176

Cardholders Comments: Pay Daniel's invoice over

$10,000, EP3340176.

Date Submitted: 06/15/2021

ViewRouting | | View Atachments | | Viewadd Comments
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SPCC Workcenter Comments

Form Type.

Comment|

Retum

Last Update User
5 Comment

Personalize | Find | 1] B

First

1or1

Last Update Date/Time

[Approving this forn]

]

‘Add Comment

Last
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SPCC Workcenter Comments

Personaiize | Find | Z| B First 4 1011
FormType  LStUPSRE ST comment Last Update DaterTime.
1 Exception KOLVOORA Approving this form 06/15/21 1:31:24.000000PM
Comment| ]

Retum

‘Add Comment

0

Last
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My Approvals - Finance

Initistor Name

SPCC Form - Manage Department
Form Number: 331

Cardholder's Name: Charles Cook
Last4 Digits of SPCC: 3424

Action: Add

Department ID: ACADF2

Date Submitted: 06/10/2021

'SPCC Form - SPCC Application

Form Number. 347

CookCharles
Christopher

Action

—

Approved
Denied

View Application

Personalize | Find | 1] ER First 4

View Routing  View Attachments

View Routing

1707 ® Last
View/Add Comments

View/Add Comments
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SelectAll Clear All Set Checked to Approve

|

2 Refresh





image55.png
‘Are you sure you wantto approve form 331 for Charles Cook? (0,0)

Yes No
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Please enter your reason below for denying the request. Your response will be sent to the form Initiator.

(Required)

Reason for Denial [Monthy credit imit increase is higher then needed. Please resubritfor $15,000 instead of$20,000. Thankyou. JHE]

[ok ] [Ccancel ]
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My Approvals - Finance

Initator Name.

SPCC Form ~ SPCC Application

Form Numoer 347

Applicant's Name: Livia Grifitn

Date Submitted: 061512021

Default Deptid # 100727

Transaction Limit $10,000.00

Monthly Limit $10,00000

Reconciler(s) Name(s) Barb, Jennifer: hartid@imu edu
SPCC Form = Single Transaction Increase

Form Numoer 350

Cardnolder's Name: Livia Grifith

Last4 Digis of SPCC: 1234

End Date: 063012021

Requested Single Transaction Limit $15,000.00
€VAEPIPCO Number or Exclusion: EP3340176
‘Cardnolders Comments: Pay Danief’s invoice over
$10,000, EP3340175.

Date Submitted: 0611512021

SPCC Form — Exception Request

Form Number: 351

‘Cardnolder's Name: Livia Grifitn

Last 4 Digits of SPCC: 1234

Duration: Temporary

Start Date: 06/152021

End Date: 063012021

Exception Type: Restaurant

Justification: To purchase pizza for year end meeting
‘Cardnolders Comments’ Annual meeting with all
student employees and facultystaffto go over
‘accomplishments and make goals for next academic
year

Date Submitted: 0611512021

'SPCC Form — Manage Department IDs
Form Number: 352

Cardholder's Name: Livia Grifith
Last4 Digits of SPCC: 1234

Action: Add

DepartmentID: 100709

Date Submitted: 06/15/2021

'SPCC Form ~ Manage Department IDs
Form Number: 352

Cardholder's Name: Livia Grifith
Last4 Digits of SPCC: 1234

Action: Add

Department ID: 539433

Date Submitted: 06/15/2021

Giifith,Livia Saunders

Giifith,Livia Saunders

Giifith,Livia Saunders

Giifith,Livia Saunders

Giifith,Livia Saunders

SelectAll Clear All

SeICREckedT Approvdl

Action

View Appiication

Personalize | Find | 2 B First (0 1505 ) Last
ViewRouting  View Attachments  View/Add Comments.

Approved

[ View Appication | [ View Rouing

Approved

Approved

Approved

Approved

ViewRoutng | | View Atachments | | Viewadd Comments

View Rouing | [ View Afichments | | ViewAdd Comments

T

View g
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NavBar: Navigator

4 sPCcC

Initiate Forms.

Approve Forms.

My Favorites.

Navigator

»
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< JMU Department Page

Approve Forms

Approve Forms

The SPCC forms awaiting your approval are listed below. Click View Form to open
the submitted form and Approve or Deny the request

Personalize | Find | 2 B First (0 12012 @ Last

fom  Approwt
Number Status Form Type. Initiator Name Date Submitted View Form
375 InProcess  SPOC Applcaton Suphin Jssical 062321 403499

376 mprocsss Wonty reait imitincrsass Sutin Jsssica oozaz1 £osseP
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< Approve SPCC Forms

Monthly Credit Limit Increase

Complete the form below to increase the monthly credit imit on your JMU Small Purchase Charge
Card. The SPCC Cardholder must complete and submit this form themselves. Once the form is
submitted, the form will be routed to your Supervisor for approval.

Form Number: 375
Approval Status: In Process
Cardholder's Name: Suiphin.Jessica
Last 4 Digits of SPCC: 2534
Duration: Temporary
Start Date: 06/152021
End Date: 07/152021
Requested Limit: 525,000.00
‘Submit Date: 0672312021 40454P11

{
g

View Routing
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Message

Are you sure you wantto approve this form? (0,0)
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Message

‘Are you sure you wantto deny this form? (0,0)
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Please enter your reason below for denying the request. Your response will be sent to the form Initiator.

(Required)

Reason for Deniat:increase notneeded at this fime]

[ ok [ conn
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