Credit Card Request

REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Oregon State
University

Credit cards are helpful in achieving the university’s teaching and research missions through enabling the

purchase of services and materials. These credit cards should be used for university business only.

Starting the Request

There are two ways to create the credit card request.
Credit Card Request Creation #1
You can click on the Requests tab from the Concur home page, which will take you to the Manage

Requests page. Then, click Create New Request.

SAP Concur @ Requests Travel

Manage Requests

Manage Requests vew [ e reuests

THERE ARE NO ACTIVE REQUESTS

0 Click Create New Request to create a new request

SAP &% Anthony

TRAVEL

OR

Credit Card Request Creation #2

From the Concur home page, hover over + New and select Start a Request from the dropdown menu.
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Credit Card Request

REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS

TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Requests Travel

SAP Concur

A2
7P Oregon State
University

Hello, Rache
TRIP SEARCH

XR = =

Please select your preferred departure and return flight
times from the drop down menus provided below. The tool
will automatically search for flight options within +/- 2 hours

of your selected preferred times. You may expand this +/-
window to increase your flight search results

Mixed Flight/Train Search

| RoundTip |  Onmeway Muli City ‘

From @

Find an aifport | Select multiple airports.

To®
[ ]
[ amivai cty, airport ortrain statio ‘

Find an airport | Select multiple airports

ALERTS

Administration» | Helpv
Expense Approvals Reporting v App Center
Profile ~ .
-
+ 00 02 100 00
New Required Authorization Available Open
Approvals Requests Expenses Reports

‘? Start a Request

‘ Start a Report
2 ” | Upload Receipts [ . T

0 Triplt creates a schedule with all yourtl i rtcessible on Android or iPhone.
Simply connect your Concur account to Triplt N

ght now

COMPANY NOTES

Concur Training Toolkit

This link will provide information to utilise the Concur Expense System.

Welcome to Concur Travel for the Oregon State Beavers!

Read more

Filling out the Create New Request

Request Type Field
Select Credit Card Request.

Create New Request

Rt Typa *

“Pre-Tnp Request
Hone Selecled

*Pre-Trip Resquest

"Cradd Card Reques!

*Diapartmant Advancs

Traveior Type *
Emgplayea
Parsonal Tiaenl Dats

Acdwity Coxdn
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v 1 |
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o None Selected e Mene Selecied e
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None Selected w T~
1]
w
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Credit Card Request

REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Request Name & Card Request Type

The Request Name should be descriptive enough for you and your budget authorities to know the
purpose of the request. Best naming practices include your department, unit or group, the type of
card, and your name in the Request Name field (i.e.,, “DEPT CARD — B. Beaver”, “T&E Card-Benny

Beaver”, or “SGT — Beaver Believers”). This field is limited to 32 characters.

Under the Card Request Type select New Card from the dropdown menu.

Create New Request

Feaquarst Typas ™ Resgusst Wame * e Pl Type ™

“Credit Card Request R T&E Card Reguest - Banny Beaver Mone Salected e

Ciopartmant Mame* IE I Mone Selactsd
Travel & Expense Card ~ Cancel Card
Deparirment Phone & * Lt 4 Dogits D Card Lipdata
=

Reason kv Cand Cancelistion Card Cancelialion EBecive Dale IE)

Mo Sokecled - =

Usés Tipes Diedaul bdee (1]

Employes T

¥

Under the dropdown menu for Card Type you have three options:

e Department Card
e Student Group Card
e Travel & Expense Card

A Department Card is issued to an individual in a department, unit, or other office environment and

is used primarily for the acquisition of goods or services.

A Student Group Card is issued to leaders of student trips to use for expenses during the trip.
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REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

A Travel & Expense Card is issued to an individual to use for travel and other related expenses.

Create New Request

Request Type * Request Name * Card Request Type *

*Credit Card Request ~ T&E Card Request - Benny Beaver New Card

Card Type * Department Name * @ Department Address *

Travel & Expense Card v Y-
None Selected Last 4 Digits @ Monthly Credit Limit Requested @
Department Card 0000 10000

Student Group Card

Travel & Expense Card Card Cancellation Effective Date (@

None Selected v
User Type Default Index * o
Employee Y-

Comment

Department Name and Department Address

The Department Name field is where you should enter in the name of your department, unit, or

student group; the Department Name will be embossed on the card, underneath your name if you

select Department Card or Travel & Expense Card.
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Traved & Exponas Card

Drepintmiond Phone & *

S41-TAT- 1000
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Mane Solacted

Employoa

Camimint

Credit Card Request

REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS

Fiequast Mame *

T&E Card Roguest - Benny Boaver

TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Card Requast Type *

Mow Card ~

Uspartmant Name * )

Your Dopt Name Hare

Capanmant Addness *

T * ig) 1500 5\W JEFFERSON AVE.CORVALLIS, OR 9731

Lansd 4 Drgpiss i)

D000

Cardd Cancodation [ Bt Duie )

el s ™

T

Aol Ciidd |imil Requesded g

10000

In the Department Address field, start typing the name of the building in which your

department/unit resides, or start typing in the location of your field office, or “Ext” if you work in a

county extension office.

Department Address *

v

Ext

Monthly C

| 10000

(LHBCC) 100 SW MEMORIAL PL CORVALLIS,OR 97331
(HP Bldg 11) 1000 NE CIRCLE BLVD,CORVALLIS, OR 97330
(Lake Cty Ext) 103 S E STLAKEVIEW, OR 97630

(Weniger Hall) 103 SW MEMORIAL PL,CORVALLIS, OR 97331
(Avery House) 1030 SW MADISON AVE,CORVALLIS, OR 97331

(CEOAS Sciences Admin Bldg) 104 SW 26TH ST,CORVALLIS,
OR 97331

(Johnson Hall) 105 SW 26TH,CORVALLIS, OR 97331

Bmte e 11 anc YRV T N AL Ay WY ~

Department Phone

The Department Phone field code is where you should list your office phone number. The phone

number must be entered in the XXX-YYY-ZZZZ format, where X is the area code, Y is the first three

digits of the phone number, and Z is the last four digits of the phone number.
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Credit Card Request

REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Create Mew Request

et Typa ® Fesqusst Mars * and Fiequast Type *

*Credit Card Roguest Lo T&E Card Request - Benny Baavor
Jepadimart Nerw * i wpartrant Addriss ®
Travel & Expanse Card w Your Dapt Name Hare T = | igh 1500 SW JEFFERSON AVE.CORVALLIS, OR 973

Dopsriraont Praone § ¥ Last 4 Digits i Alisrltuly Crndt | imd Requested I

S54.1-T3T-1000 D000 10000

Employea T~

Last 4 Digits
The Last 4 Digits field refers to the last four digits of your issues credit card and is only required if you

are making updates to an existing card. If you are creating a new Credit Card Request, you can leave

this field blank.

Monthly Credit Limit

$10,000 is the standard monthly spending limit. If you require a higher spending limit, please enter
the requested limit. Your request will go through budget authority approval. If you find after initially
receiving your credit card that you need a higher monthly limit, you will need to submit a new request

for a Card Update to request an increase.
Reason for Card Cancellation and Card Cancellation Effective Date

If you are creating a new Credit Card Request, you can leave this field blank. This field is only

required if you are request to cancel a current credit card.
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Credit Card Request

REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Create New Request X
gt Typa * ol isr NP * Cai) Regusdt Typa ™

*Credit Card Roguost ) T&E Card Request - Bonny Baaver Mew Card W
Cord Ty ™ Depndmant Neme ® G Cepartmant Addrms ®

Trawel & Expanse Card - Your Dept Mame Hare T *  ig) 1500 SW JEFFERSON AVE.CORVALLIS, OR 97331
Neparreon Prone s 1 |'JdIZ-JIlﬂ Slrshiy Crooss | ruu.._ux;-uﬁ

S41-TA7-1000 0000 10000

L]

Ry oy Coard Corecollstinn Coard Cancoltwion [ octve Davie {5 E I t e S e

Nona Selected e M B p

° sections

Commam

Default Index

In the Default Index field you will need to search for, and select, your index. While you can allocate
expenses to different indexes through the reconciliation process, this index should be one that you
will regularly be able to access (i.e., a department index issued to you by your department, instead of a

grant index) and will be used if you are unable to reconcile your card expenses before year end close.

Create New Request x
Request Typa * Request Name * Card Requas! Type *

*Credit Card Request - T&E Card Request - Benny Beaver New Card v
Card Type * Deparment Name * @) Department Address *

Travel & Expense Card v Your Dept Name Here Y v | ig) 1500 SW JEFFERSON AVE,CORVALLIS, OR 97331
Department Phone # * Last 4 Digits 0 Manthly Gredit Limit Requested 0

541-737-1000 0000 10000
Reason for Card Cancellation Card Cancellation Effective Date 9

None Selected v MM/DDIYYYY
User Type Default Index * [1]

Employee Y ~  Search for index here
Comment

Requesting card for travel on official university business and for use in purchasing supplies for research projects| -

< >

anes! m
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Credit Card Request

REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Comment
The Comment field is where you can make a note to the budget authority or approver about why you
are requesting a new credit card. Best practices recommend that you provide a brief explanation for

your request.

i Tyg Dapanment Mame * I Depariment Address *
Travel & Expanse Card i Your Dopt Name Hera Y * g 1500 SW JEFFERSON AVE CORVALLIS, OR 97331

apartment Fhone § * Last & Digets. i) Wonivy Credd Limi Roquestod I

541-T37-1000 Q000 10000
Mo Salsctad w m

Employas T~

Risqusating card for iraved on official universily Dusingss and Iof Use in purchasing supples. fof ressarch projects

Once you have filled out the new card request, select Create at the bottom right of the page. This will
allow you to review your request before submitting it. After reviewing your request and ensuring

accuracy, select Submit Request to be routed for approval.

Training for Credit Card Users

Anyone requesting an OSU credit card is required to pass the Cardholder Knowledge Test before the
card will be issued. The test results are valid for two years, after which the card holder needs to retake
the test. If you have questions about whether or not you need to retake the test, please e-mail us at

Procurement.Cards@oregonstate.edu.
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Credit Card Request

REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Updating Your Credit Card

If you currently have a credit card and need to increase your monthly spending limit or update the default

index, you will need to update this information through Concur through the Card Update process.

If you need to update your credit card due to a name change or transitioning to a new department, please

cancel your current card and submit a New Card Request.

Create New Request x
Request Type * Request Name * Card Request Type *

*Credit Card Request v Update T&E Card - B. Beaver Card Update v
Card Type * Department Name * @ Department Address *

Travel & Expense Card v Your Dept Name Here Y ¥ | Ig) 1500 SW JEFFERSON AVE,CORVALLIS, OR 97331
Department Phone # * Last 4 Digits 0 Monthly Credit Limit Requested Q

541-737-1000 1234 30000
Reason for Card Cancellation Card Cancellation Effective Date Q

None Selected M
User Type Default Index * (1]

Employee Y~

Comment

Requesting higher monthly limit due to increased monthly fravel
4 >

Cancel m

Creating Card Update Request

You will need to create a New Request following the instructions in the beginning of this process

document. Here is how to proceed once you arrive at the Create New Request screen.

Request Type Field

Select Credit Card Request.

Request Name & Card Request Type
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Credit Card Request

The Request Name should be descriptive enough for you and your budget authorities to know the
purpose of the request, be sure to include a note that this is a card update (i.e., “Update to Dept Card-

ABC Dept” or “Card Update-Beaver Believer Club”). This field is limited to 32 characters.

Under the Card Request Type select Card Update from the dropdown menu.

Select Card Type

Under the dropdown menu for Card Type select the type of card which you are updating:
e Department Card
e Student Group Card

e Travel & Expense Card

Department Name and Department Address

Please enter in the name of your department, unit, or student group in the Department Name. The
Department Name will be embossed on the card, underneath your name if you select Department

Card or Travel & Expense Card.

In the Department Address field, start typing the name of the building in which your department/unit
resides, or start typing in the location of your field office, or “Ext” if you work in a county extension

office.

Department Phone
The Department Phone field code is where you should list your office phone number. The phone
number must be entered in the XXX-YYY-ZZZZ format, where X is the area code, Y is the first three

digits of the phone number, and Z is the last four digits of the phone number.
Last 4 Digits

Page 10 of 15



Credit Card Request

The Last 4 Digits field is required for Card Update requests. This refers to the last four digits of your

issued credit card.

Monthly Credit Limit
$10,000 is the standard monthly spending limit. If you are submitting the Card Update request for a
higher spending limit, please enter the requested limit and in the Comments section provide a reason

for your requested increase. Your request will go through budget authority approval.

Reason for Card Cancellation and Card Cancellation Effective Date

If you are submitting a Card Update request, you can leave this field blank. This field is only required

if you are requesting to cancel a current credit card.

Default Index

If you are updating the index with your Card Update request, search for and select the new index In
the Default Index field. While you can allocate expenses to different indexes through the
reconciliation process, this index should be one that you will regularly be able to access (i.e., a
department index issued to you by your department, instead of a grant index) and will be used if you are

unable to reconcile your card expenses before year end close.

Comment
The Comment field is where you can make a note to the budget authority or approver about why you
are updating an existing credit card. Best practices recommend that you provide a brief explanation

for your request.

Once you have filled out the Update Card request, select Create at the bottom right of the page.
This will allow you to review your request before submitting it. After reviewing your request and

ensuring accuracy, select Submit Request to be routed for approval.
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REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Cancelling Your Credit Card

If you currently have a credit card and need to cancel your credit card for any reason, please follow through

the Cancel Card process.

Create New Request

Request Type * Request Name * Card Request Type *

*Credit Card Request v Cancel T&E Card - B. Beaver Cancel Card v
Card Type * Department Name * 9 Department Address *

Travel & Expense Card v Your Dept Name Here Y ¥ | Ig) 1500 SW JEFFERSON AVE,CORVALLIS, OR 97331
Department Phone # * Last 4 Digits 0 Monthly Credit Limit Requested Q

541-737-1000 1234 10000
Reason for Card Cancellation ‘Card Cancellation Effective Date 6

Change in Role/Department v 06/01/2021
User Type Default Index * [ 1]

Employee Y~

Comment

Cancel T&E card due to change in department

cancel m

Creating Cancel Card Request

You will need to create a New Request following the instructions in the beginning of this process

document. Here is how to proceed once you arrive at the Create New Request screen.

Request Type Field

Select Credit Card Request.

Request Name & Card Request Type
The Request Name should be descriptive enough for you and your budget authorities to know the
purpose of the request, be sure to include a note that this is a card update (i.e., “Cancel SG Card-Beaver

Believers” or “T&E Card Cancel-B. Beaver”). This field is limited to 32 characters.
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REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Under the Card Request Type select Cancel Card from the dropdown menu.

Select Card Type
Under the dropdown menu for Card Type select the type of card which you are updating:

e Department Card
e Student Group Card
e Travel & Expense Card

If you hold multiple types of credit cards you will need to submit a Cancel Card request for each one.

Department Name and Department Address

The Department Name field is where you should enter in the name of your department, unit, or

student group.

In the Department Address field, start typing the name of the building in which your

department/unit resides, or start typing in the location of your field office.

Department Phone

The Department Phone field code is where you should list your office phone number.

Last 4 Digits
The Last 4 Digits field is required for Cancel Card requests. This refers to the last four digits of your

issued credit card that you are cancelling.

Monthly Credit Limit

You can skip this field as it is not required with a card cancellation request.
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REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

Reason for Card Cancellation and Card Cancellation Effective Date

These fields are required if you are submitting a Cancel Card request.

In the Reason for Card Cancellation dropdown menu, select either Change in Role/Department or

Termination.

Reason for Card Cancellation

None Selected v
None Selected
Change in Role/Department

Termination

e Select Change in Role/Department if you are transitioning to a different department within
OSU.

e Select Termination if you are leaving OSU.

For the Card Cancellation Request Date, you can either enter in the date manually (i.e.,
MM/DD/YYYY format) or you can search and select the cancellation date by clicking the small

calendar icon.

Card Cancellation Effective Date Q

06/01/2021

Default Index

Enter in the index associated with the card you are cancelling.

Comment
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REQUESTING, UPDATING, AND CANCELLING CREDIT CARDS
TRAVEL & EXPENSE CARD, DEPARTMENT CARD, OR STUDENT GROUP CARD

The Comment field is where you can make a note to the budget authority or approver about why you
are cancelling an existing credit card. Best practices recommend that you provide a brief explanation

for your request.

Once you have filled out the Cancel Card request, select Create at the bottom right of the page. This
will allow you to review your request before submitting it. After reviewing your request and ensuring

accuracy, select Submit Request to be routed for approval.

Destroying the Card

After submitting your Card Cancellation Request, please safely shred and dispose of the credit card.

Still have questions? Contact us!

Questions related to travel: Questions related to credit cards:
Travel@oregonstate.edu Procurement.Cards@oregonstate.edu

Website: fa.oregonstate.edu/travel-and-expense
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