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	P-Card User Manual 

	New VISA Cards


With the Department of Administration’s implementation of Bank of America VISA cards as the State’s P-Card, a few changes have been made to SCO’s P-Card application. The P-Card processes for adding users and cards and for verifying and approving transactions and transmittals will not change. The use of and the display of ten-digit card numbers and specific card types will be new. 
· The Dept. of Administration’s Division of Purchasing will be providing agencies information about discontinuing the use of MasterCards.

· Some users may have both a MasterCard and VISA P-Card active in SCO’s P-Card application as agencies transition to new cards.

· Agencies will make separate payments to the two different banks as they transition from Wells Fargo to Bank of America.

· Bank of America provides a card management application called Works that agencies use. Bank of America will provide training and support.
· To obtain a P-Card, contact the Division of Purchasing at 208.332.1608.

Administration
· P-Cards will be entered and identified by the last ten digits of the card (this includes older MasterCards) and the card type: BOAV for VISA cards and WFMC for MasterCards. Any screen where a card number can be entered will be affected, such as when adding a new user, maintaining credit cards, setting up proxy cards, etc., as shown in the following examples.
Figure 1 – User profile: Ten digit card numbers and specific card type
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Figure 2 – Maintain CC: Ten digit card numbers and specific card type
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Verifiers and approvers
Verifiers will see ten-digit card numbers and specific card types when selecting a card holder. 

Figure 3 - Verifier: Ten-digit card numbers and specific card type
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· The approver’s process does not change when approving transmittals and card numbers and card types are not part of a printed transmittal.

Reports

· Some reports will be run using ten-digit card numbers and a specific card type. The card type field will be a small text box field next to the larger card number field. For example, the All Transactions report:
Figure 3 - All Transactions report Card Type field
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· Several reports will then show transactions by ten-digit card number and specific card type. For example, the Transactions Not Verified and CH Statement reports:
Figure 3 - Transactions Not Verified report
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Figure 4 - CH Statement report

[image: image6.png]STATE OF

IDAHO

P-Card CH Statement Report

Ten-digit card number
and specific card type

Department

/2012 To: 08/31/2012

Name: JBAUER
CC#: 4000000003  BOAV

Posting Date Tran Date  Ref Num Description Mcc
4/9/2012 4/5/2012  55555555555555555548503  THE HOME DEPOT 1806 BIOISE ID 5200
4/9/2012 4/5/2012  55555555555555555500010  WONDER HOSTESS # 44090 BOISE ID 5462

Transaction Count: 2 Total:




The Reconciliation Report will show totals for both Wells Fargo and Bank of America.

Figure 5 - Reconciliation report
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