EXHIBIT 3 – P-Card Online system E-mails you may receive as requests are processed:
	#
	MESSAGE CREATED WHEN:
	MESSAGE SUBJECT
	ACTION NEEDED
	CC'ED TO:
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P-Card Online System Information for Agency Coordinators 

Congratulations!  You have been chosen to coordinate your agency’s needs for P-Cards.  

Your main responsibilities in managing and maintaining your Cardholders and their P-Cards are to:
· Discuss with an employee the need to acquire a P-Card,
· Train employees on the rules and guidelines of being a Cardholder,
· Approving or denying an employee's request for a P-Card &
· Maintaining changes that affect card usage or the Cardholder's profile including:
· Name modification,
· Card authorization & limits,
· Closing, suspending or reactivating a employee account,
· Notifying the Admin of lost or stolen cards &
· Providing general assistance to agency employees regarding P-Cards.

The P-Card Administrator has to grant you the P-Card Coordinator Role in Biznet* to give you access to the P-Card Online (POL) System in order for you to carry out your duties as the Agency P-Card Coordinator.  This set up is done via email between your agency business office, you and the DAS P-Card Administrator.  

*The POL system requires you to have a current DAS Biznet account.  

The email from the P-Card Administrator will provide you with the link to Biznet and guidance on setting up your Coordinator Profile. Once your Profile is set up, the system will automatically send a request to the Administrator to activate you as the agency coordinator.  Once you are activated, you will be able to manage your agency’s cards in the POL system.

Once you are approved as an Agency Coordinator by the DAS Administrator, you will receive an e-mail from the system.  You are now ready to coordinate P-Card activities for your Agency.


Before outlining your online duties, let's show you how to enter the system.

1. Click the Biznet link and get started.
To enter Biznet, click the address below or cut and paste https://www.biznet.ct.gov/AccountMaint/Login.aspx into your browser.  You are directed to the Biznet Login Page.

[image: cid:image004.png@01CF83E7.E69EE210]


2. Now that you are logged into Biznet, Navigate to the P-Card Online system
a. Helpful Hint: Save the link to the Biznet login screen on your desktop, and once you have been activated as the Coordinator, logging in will take you directly to the POL site.
b. At the Main Biznet Menu, Click on: Working For The State.
	[image: Working For The State]
	Working For The State
Resources for those looking for State Employment and for current State Employees



c. Then click on PCard.
	
		[image: https://www.biznet.ct.gov/Images/Menu/WorkingFor.jpg]
	PCard
Request/Maintain PCard Usage





You are now at the Coordinator/Administrator Home page.  
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 (
Select
 the appropriate 
Approval Level
 (Main or Backup).  Discuss whether 
you
 should receive the 
Bank Statements
 with the DAS Administrator.
) (
The 
Signature Code
 
must be input
 prior to approving new cards or card modifications
.
  
It's another level of
 
security.
) (
The 
Email Notification
 box indicates if you should receive system messages to process employee applications.
)
3. Discussing the need for an employee to acquire a P-Card
Some job duties require employees to make purchases or payments for business needs.  Employees in a business office may need to purchase office supplies or pay for subscriptions.  Employees that have business travel may need a P-Card for hotel accommodations or car rentals.  Employees that work in maintenance or group homes have duties that require repair parts or grocery shopping.  P-Cards are a payment tool that make these requirements more easy and efficient.

4. Creating a New Card Request – Complete Instructions in Exhibit 2
	
Once it is decided that an employee should apply for a P-Card, you:
· Gather the employee's profile information using State of Connecticut P-Card Cardholder Profile Form (See Exhibit 1),
· Log in to POL,
· Verify the employee is in your Agency Employee List, if not , then
· Complete the Cardholder's profile & request a P-Card for the employee
· You then:
· react to e-mails from the system indicating actions to be taken or
· enter the system and review any pending items.
· As a final step, have the employee sign Part 2 of State of Connecticut P-Card Cardholder Profile Form 

5. Training an employee on the rules and guidelines of being a Cardholder
The P-Card must only be used for official State of Connecticut purchases wherever MasterCard is accepted and in conjunction with current state contracts and agency purchasing policies.

The State of Connecticut Credit Card use Policy and P-Card Cardholder Work Rules and other important program information may be viewed from the Purchasing Card (P-Card) Program website at: http://das.ct.gov/cr1.aspx?page=36

6. Maintaining cardholder changes that affect card usage or stored data.
In order to manage cardholder information & account properties:

1. Log into Biznet
2. From the Coordinator Home page, click on Manage Cards
3. Find the proper Cardholder/Card
4. Click on the "View Card Details" icon
5. Click on the "Coordinator Action" button
6. Select the tab required to accomplish the necessary changes.  They are:
· Change Name
· Change Address
· Change Authorizations
· Modify Card Transaction
· Modify Purchase Limits
· If Single Purchase Limits (SPL) are changed, indicate the MCCGroup and new SPL in the Explanation box.  
· Close or Replace (a Card)
· Close a Card
· Suspend a Card
· Replace a Damaged Card
· Replace a Lost/Stolen/Compromised Card
· Transfer a Department Card from one Custodian to another.

Remember, any change you make must first be approved by the DAS Administrator before it takes effect.
	
All of the changes that you make are forwarded to the Administrator and you are kept up-to-date on the status of the changes through system e-mails.  See Exhibit 3 for an explanation of the system messages that you may receive from the P-Card Online system at various steps of the process.



Exhibit 1 
(Form printed on next page)

STATE OF CONNECTICUT
P-CARD ONLINE
CARDHOLDER INFORMATION FORM
State Of Connecticut P-Card Cardholder Profile Form  MS Word version | PDF version
The State Of Connecticut P-Card Cardholder Profile Form is setup to:
1. Use Part 1 to gather information about the Cardholder if you are
entering the Cardholder's Profile and Card Information &

2. Use Part 2 to have the Cardholder sign as 
a. has received applicable training materials,
b. agrees to use the card in accordance with the Work Rules &
c. acknowledges receipt of the P-Card.

This form is to be retained by the Agency Coordinator.






	[bookmark: _GoBack]STATE OF CONNECTICUT P-CARD CARDHOLDER INFORMATION FORM – Version 7/2015
	

EMPLOYEE NAME:

	USED BY AGENCY COORDINATORS TO REQUEST A P-CARD FOR AN EMPLOYEE
	

	CARDHOLDER INFORMATION
	

	
	EMPLOYEE ID NUMBER

	
	

	PREFIX

	FIRST NAME
	MI
	LAST NAME
	SUFFIX
	

	AGENCY NAME

	

	WORK ADDRESS LINE 1

	

	WORK ADDRESS LINE 2

	

	HOME ADDRESS (|_|  address is protected under CGS 1-217 and will not be disclosed – please leave blank)
	

	COUNTRY OF CITIZENSHIP 
	

	CITY 

	STATE
CT
	ZIP CODE

	EMAIL ADDRESS

	

	WORK PHONE NUMBER      
	Ext.

	FAX  NUMBER

	

	DATE OF BIRTH
  
	SECURITY QUESTION – CHECK ONE
|_|  Mother's Maiden Name	|_|  Password
	ANSWER TO SECURITY QUESTION
	

	COORDINATOR ONLY:   Card Type
	Cycle Purchase Limit

	Single Purchase Limit
	Trans Per Cycle
	Trans Per Day
	



STATE OF CONNECTICUT PURCHASING CARD ACKNOWLEDGEMENT FORM

Full Name of Cardholder: 											

Employee ID Number: 			  Last 4-digits of P-Card: 	  Agency Code: 		

The cardholder identified above:

· is in receipt of all applicable training materials and agrees to use the card in accordance with the work rules outlined in these materials and as presented in the mandatory training session. 
· has signed a State of Connecticut Credit Card Use Policy form and it is in their personnel file.
· is in receipt of one (1) State of Connecticut Purchasing Card credit card. 

									   				
AGENCY COORDINATOR SIGNATURE						      DATE

 (
I acknowledge receipt of one (1) State of Connecticut Purchasing Card and receipt of all applicable training materials and agree to use the card in accordance with the work rules outlined in these materials and as presented in the mandatory training session.
 
  
Cardholder Signature
      
     Date
)



Exhibit 2

Requesting a New Card

1. Check if an employee has an existing Cardholder Profile and has any active cards assigned.  If found, verify that all information is correct and update if necessary.  If the Cardholder record is INACTIVE, notify the P-Card Administrator via email with this information.
2. If no existing Cardholder Profile is found, check the Agency Employee List to see if the employee is assigned to your agency and an “active” employee.
a. If the employee is in the list, and does not have an existing profile, click on Copy Data to Cardholder Profile.  Complete the profile.
b. If the system indicates that the employee is assigned to another agency, contact your HR (Human Resources) Dept to see if the employee has been officially transferred. 
3. Then click on the Add a New Card Icon [image: N:\JPacholski\My Documents\My Pictures\tick.gif].
4. Pick a Card Type then click on Add New Card.  Select the proper Authorizations, type the appropriate Single Purchase Limits for each Authorization in the Explanation  box, input the proper Purchase Limits for the Cycle Spending Limit, Transactions per Cycle and Transactions per Day.
5. Submit
6. Check for any system messages.
7. The status of your request should be "PENDING DAS Approval"



	30
	Administrator approves Agency Coordinator application
	YOU HAVE BEEN APPROVED AS YOUR AGENCY'S P_CARD COORDINATOR
	None/Call DAS Administrator 
	N/A

	29
	Administrator inactivates Agency Coordinator
	YOU HAVE BEEN REMOVED AS YOUR AGENCY'S P_CARD COORDINATOR
	None/Call DAS Administrator 
	N/A

	14
	 Administrator has processed a Coordinator request to change a Cardholder's Address
	CHANGE ADDRESS REQUEST COMPLETED 
	None/Call DAS Administrator 
	Cardholder

	15
	Administrator has processed a Coordinator request to change a Cardholder's MCCG's
	CHANGE MCCG REQUEST COMPLETED 
	None/Call DAS Administrator 
	Cardholder

	16
	Administrator has processed a Coordinator request to change a Cardholder's Name
	CHANGE NAME REQUEST COMPLETED - NEW CARD REQUESTED
	None/Call DAS Coordinator
	Cardholder

	17
	Administrator has processed a Coordinator request to change a Cardholder's Purchase Limit

	CHANGE PURCHASE LIMIT REQUEST COMPLETED
	None/Call DAS Administrator
	Cardholder

	18
	Administrator has processed a Coordinator request to Close/Suspend a Cardholder's P-Card


	CLOSE/SUSPEND CARD REQUEST COMPLETED
	None/Call DAS Administrator

Close/Suspend Card Request is effective immediately
	Cardholder

	19
	Administrator has received a new P-Card and forwards it to the Agency Coordinator
	A NEW P-CARD IS IN TRANSIT TO YOU FOR AN AGENCY EMPLOYEE
	None/Call DAS Administrator
	N/A

	20
	Administrator has approved the card request and has informed the bank to provide a new card
	NEW CARD REQUEST APPROVED - WAITING FOR CARD DELIVERY TO DAS
	None/Call DAS Administrator
	Cardholder

	21
	Administrator has denied a new card request
	NEW P-CARD REQUEST DENIED
	None/Call DAS Administrator
	Cardholder

	22
	Administrator has completed the reactivate card request
	REACTIVATE CARD REQUEST COMPLETED
	None/Call DAS Administrator

Reactivation of the existing P-Card is effective immediately
	Cardholder

	23
	Administrator has notified the bank to produce a replacement for a damaged card
	REPLACE DAMAGED CARD REQUEST COMPLETED
	The replacement card will be delivered in a few days.  Contact the P-Cardholder when you have received the new card.
	Cardholder

	36
	Administrator has transferred a department card to another employee
	TRANSFER OF YOUR DEPT CARD REQUEST IS COMPLETE
	Contact your Employee to turn in the P-Card
	Cardholder
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