User's Training Guide

I. Responsibility of the Custodian 
A. Procedure
1. An individual may obtain a credit card from the appropriate Custodian and the name of this person should be noted on the Credit Card Disbursement Log (see D below). The individual will then take the card to the designated supplier and secure the needed supplies. The individual will return the card to the Custodian after each purchase with a receipt, packing slip, and/or other necessary documentation.  If card is used mainly for travel, the card will be in the possession of the individual whose name appears on the card, and the recording of the name on the Log procedure may be omitted.
2. In the event a purchase is conducted by telephone, the individual using the card will notify the Custodian who will make the appropriate entry in the Log. The individual using the card is responsible to ensure that the supplier forwards an itemized invoice with the shipment, and is also responsible for communicating to the supplier that all applicable delivery charges, freight, etc. must be included when transacting the credit card charge.
B. Inform cardholder of purchasing website under P-Card Program for credit card information.
1. The credit card is designed to provide a convenient and efficient means of purchasing low-cost items incurred for University business and should adhere to policies 6.2 Credit Card and 1.2 Purchasing.
2. If card is to be used mainly for travel, it is imperative that all sections pertaining to travel be shared with the cardholder.  
3. Custodians may access their accounts on the First National Bank website https://www.firstnational.com/IBWS/Redirector.do.

I. Sign In: Logon is your University Net ID

II. Password:  Is whatever you set up when you signed on.
III. Print statements from the Display Window with the closing date indicated on the monthly reminder email using the “printer friendly” format.

C. Complete the Credit Card Action Request Form when you:
1. Open/Close a credit card or department
2. Request a Lost/Stolen Card
3. Change Custodian
REMINDER: Timely notification of custodian changes to the Program Administrator is necessary or your card may be suspended by the bank for payment failure.
4. Need Permanent/Temporary increase/decrease monthly dollar limit
D. Maintain the Credit Card Disbursement Log
1. A separate log will be maintained by each cardholder and turned in to their Custodian monthly.
2. Restricted Account Codes 

· Custodians and users should follow the restricted accounts policy.  A current listing of Restricted Account Codes is available on the Purchasing website.

· Failure to comply with accounting policies will result in disciplinary action such as loss of credit card. 
E. Retain a file of credit card charge slips in date order 
1. The originals of the credit card charge slips should be kept in the department for internal/external auditing purposes, for a minimum of 18 months. 
2. Copies of all the charge slips, invoices, packing slips and statements as required are to be kept with monthly copies of the Credit Card Disbursement Logs, so when monthly statements are received they can be reconciled.  Refer to “Controller’s” policy APPR 08 and APPL 09 for documentation requirements for disbursements.  Summary receipts showing date, and dollar total only, do not include adequate detail information to: determine business purpose, (sales taxes charged), compliance with IRS regulations, and Creighton University policy.
F. Reconcile the credit card statement each month
1. Upon closing date Custodian will access the monthly statement and will reconcile charges with the Credit Card Disbursement Log.
2. If there is a suspected error with a legitimate charge, the Custodian should contact the supplier. If the error is confirmed, the supplier should be instructed to issue a credit against the applicable credit card account. This should be noted in the log. The credit should appear on the next monthly statement from the bank. 
3. If the Custodian contacts a supplier and they are unable to reconcile a difference in a charged amount, the Program Administrator should be contacted for assistance.
4. Disputing a Transaction: From the original transaction date there is only a ninety (90) day window to file a formal dispute with the bank. You may dispute any charge that is not recognized or appears to be incorrect. You should first make a good-faith effort to settle a claim or dispute for purchases directly with the supplier. If an agreement cannot be reached with the supplier you will need to complete the Statement of Disputed Items form located on the Purchasing website and send or fax the dispute form and all backup documentation to the Purchasing Department at (402) 280-2398. It is the Custodian's responsibility to ensure that the dispute is resolved and the appropriate credit is received on the account.  
Payment Process
· When every effort has been made and the vendor agrees to credit an amount in question, the transaction amount must be paid in full.  When the credit appears on the statement, annotate a credit on your Credit Card Disbursement Authorization Form for that month.
· If a Statement of Disputed Items form has been filled out and sent in prior to paying that months statement, short pay the amount on the Credit Card Disbursement Form with a note explaining the reason.  THIS IS THE ONLY TIME AN ACCOUNT SHOULD BE SHORT PAID.
5. Overdue payment charges and any associated finance charges and/or late fees are waived by First National Bank.  If any of those fees appear on the monthly statement notify the Program Administrator immediately.
G. Prepare the Credit Card Disbursement Authorization Form for payment:
1. All charges are reconciled using the Credit Card Disbursement Authorization Form which must be prepared and attached to the monthly statement. This informs Accounts Payable how much to charge to the specified fund, organization and account. 
2. The only Receipts required to be submitted are the following: all purchases on government grants (including credits), all lodging expenditures, and all purchases of $1,000 or more. 
3. Vice Presidential approval is necessary only if the total cost of all goods for a single acquisition on the statement is $10,000 or greater. (reference policy 1.2)
4. Any travel expenses will necessitate that both sides of the form are completed.
REMINDER: when submitting travel expenses, all persons traveling must sign the Travel Expense Report (TER) part of the form.
5. The same policies and procedures that apply to filling out Direct Pay Requests and Travel Expense Reports apply to the Credit Card Disbursement Authorization Form.
· For example, if Creighton were audited by the IRS and receipts were not available, then the payment could be deemed suspect. 

· Receipts assigned to account code 7364 (entertainment) and 7374 (business meals) must follow IRS specific rules. 
· Federal grants do not allow alcohol or entertainment. Therefore, when the receipts are reviewed, meals wherever they appear, i.e., on separate receipts or on hotel bills, should be appropriately coded as meals while traveling.
6. Once completed, the form must be signed by the Custodian and the department supervisor who has the authority to approve expenditures. 
· Travel expenses must be approved as shown on the form. All traveler’s names at the top of the form and signatures at the bottom of the form are required. Accounts Payable cannot process for payment and the form must be sent back for the appropriate signatures and will cause delay in payment. 
· If a grant fund is charged, the form must have Grants Accounting approval before payment will be initiated. If the Credit Card Disbursement Authorization form is received at Accounts Payable without their signature it must be routed to Grants Accounting and may cause a delay in payment.
7. Make a copy of the Credit Card Disbursement Authorization Form and card statement, and file with receipts for that month in your department.
8. Send original Credit Card Disbursement Authorization Form, original statement and required receipts to Accounts Payable for payment processing. 
H. Processing cut off dates are as follows:
1. Notices are sent via email to custodians the day after the respective closing date.
2. Custodian must submit paperwork to Accounts Payable immediately. This allows time for the approval process. Your approved paperwork should reach Accounts Payable no later than ten (10) days before the due date.
3. Accounts Payable executes payment - five (5) days prior to due date. 
· Please be aware that when forms have been submitted to Accounts Payable this does not mean that the bank has received payment. 
· Payments received and processed are grouped on one (1) check and submitted to the bank for processing. 
4. Any past due status on an account and/or charging more than the monthly available credit limit will result in charging privileges being suspended automatically by the bank. Payments must be made in a timely manner.  
5. The Custodian takes full responsibility for disseminating all information provided in this training packet/session and future policy and procedure updates to any/all individuals who have occasion to use this card.
6. The First National Bank statement received by the Creighton University Custodian details the same information that all First National Bank cardholders, whether business or personal customers, receive. The statement shows a minimum amount due, and includes telephone numbers to call should any questions arise, but this is a business account, and First National Bank requires Creighton University to have only one (1) person as a contact to avoid confusion. THE PURCHASING DEPARTMENT PROGRAM ADMINISTRATOR IS THAT CONTACT.
7. It is the Custodian’s responsibility to contact the Program Administrator if there are any questions with the statement, charging privileges, balance due, Lost or Stolen Card link (located on the Purchasing website), etc. The only time a telephone call should be made to the bank is when a card is lost or stolen after normal Purchasing Department business hours.
8. If there are any costs for replacement of a lost card, abuse of the waiving of late charges and/or over limit charges, any such costs incurred will be the responsibility of the user department. 
9. The Custodian is required to contact the Program Administrator immediately should a cardholder terminate employment in their specific department or with the University. 
II. Responsibility of the User 
A. Do/Don’t
Do’s
· Know the business reputation of the vendor
· Verify government sanction status (contact Purchasing) particularly if using grant funds
· Verify business name, mailing address, and phone number prior to placing and order
· Look for a displayed Privacy Statement or other certification regarding web site security
· Use only secure websites (https)
Don’t 
· Give any personal information (i.e. social security number, home phone number or address)
· Give credit card information or other account information to anyone who contacts you by phone in conjunction with a web based transaction.
· Put credit card numbers in e-mail
· Subscribe to free services or respond to junk e-mail
B. Tax Exempt
1. When conducting business within the Omaha/Bellevue and/or surrounding area(s), the individual using the credit card takes the responsibility of notifying the supplier that Creighton University is tax exempt. Therefore, no sales tax should be charged or paid. Creighton University's tax-exempt number is imprinted on the credit card.  A complete listing of State Tax Exemptions is on the Purchasing website.
2. All lodging taxes are legitimate charges and are not to be confused with state taxes.
3. The individual using the card must instruct the supplier not to charge sales tax.
4. If card is used mainly for travel, it is the cardholder’s responsibility to maintain the proper receipts and remit them to the Custodian upon returning from each trip. 
C. Contract Suppliers/Product 
University approved/contracted suppliers are listed on the Purchasing website.  You can access the Current Contracts link by using your Net ID and password to logon.  If product is available from any of these suppliers, the credit card may be used or an open or standing order may be set up. Contracts are reviewed on a regular basis.  Purchasing should be contacted if there is any question regarding a purchase.
D. Automotive Supplies 
When using 7610 Automotive Supplies note the following: 

· Supplies (windshield scrapers, washer fluid, and antifreeze) may be purchased. 
· NO FUEL CHARGES are allowed on the credit card.  The gas card is now available through “Shuttle Buses”.  Complete the on-line “Gas Card Form” available on the website. 

E. Controlled Substances
When using 7692 Controlled Substances note the following: 
· Each investigator is responsible for having their own DEA license. 

· Investigators are responsible for faxing their license to the supplier. 

· It is the responsibility of each investigator to ensure proper handling, storage and disposal of any controlled substance.
F. Chemical Purchases 
1. Prior to ordering a chemical that is NOT already on your chemical inventory list, contact the Chemical Safety Specialist with Environmental Health and Safety at 546-6404
2. The prior notification will facilitate updating your chemical inventory and allow the Chemical Safety Specialist to request the Material Safety Data Sheet (MSDS) as required by law.
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