
Winthrop University
Purchasing Card Liaison Training



Procurement, Purchasing, 
and Your P Card

• Procurement is the process of purchasing the proper requirement at 
the time needed and for the lowest possible cost from a reliable 
source.

• Procurement Card Application
• Purchasing Card Agreement

• As a state institution, Winthrop follows the South Carolina state P-
Card policy.

https://www.winthrop.edu/uploadedFiles/procurement/Forms-pcard-application.pdf
https://www.winthrop.edu/uploadedFiles/procurement/Forms-pcard-agreement.pdf
https://procurement.sc.gov/files/P-Card_Policy_01-01-2020_Updated_09-09-2021.pdf
https://procurement.sc.gov/files/P-Card_Policy_01-01-2020_Updated_09-09-2021.pdf


Purchasing Card Cardholder 
Agreement Highlights

• Legitimate business purposes
• Only the Cardholder should be using 

the card
• Do not accept cash in lieu of a credit 

to the P Card account
• Single + monthly transaction limits
• Split transactions



Why Use a P Card And Who Can use it?

• Faster payment
• Increased security
• Manage expenses online in BOA Works
• Less paperwork than requisition/PO
• Only approved, full-time faculty and staff may use a P Card.  
• Students, temporary, and part time employees may not be issued a P 

Card



Allowable Expenses on the P Card

• Office expenses statewide 
• Membership dues + professional subscriptions
• Books
• Utilities
• Ace Hardware/Lowe’s/Home Depot
• Online orders from legitimate vendors
• Lab supplies



Additional acceptable Pcard Purchases

• Using Your P Card to Pay for Student Meals/Travel
• P-cards may be used by authorized personnel to purchase food/meals, 

lodging, and airfares for students and chaperones when on student 
travel/trips. 

• Technology
• Accessories to technology (i.e. a headset)
• Laptops/tablets/computers/etc. must be quoted through the Helpdesk and 

ordered via a Purchase Order and the Procurement Services department.



Travel with a P Card

• Does not allow hotels and flights unless profile selected
• Request if needed

• Taxis for business purposes are considered as being allowable 
expenses.



Non-Allowable Expenses

• Postage (stamps) – You can use for shipping through USPS, FedEx, UPS
• Entertainment or business meals (ie faculty meals – purchasing food for 

employees is strictly prohibited by the state of SC)
• Monetary incentives
• Breakroom supplies – personal use
• Cell phones and plans
• Split purchases
• Other items for personal use
• Laptops/tablets/printers

How is the purchase you are making going to impact the student?



Split Transactions

• What is a split transaction?
• Splitting transactions to intentionally avoid the single transaction limit 

• Split transactions are not allowed under the South Carolina P Card 
Policy 



Can I pay for things 
from foundation funds on my P Card?

• Foundation funds cannot be charged to a P Card.* The foundation 
account codes are not in Banner.  Charges would have to be made to 
a revenue fund that has been agreed upon with the foundation and 
then the foundation would reimburse the revenue fund.



Accidentally Charged Personal 
Charge to P Card?

• Make sure P Card is not saved online.
• Complete the departmental deposit form on the Cashiers Office web page using 

the FOAP that the expense was initially charged to.
https://apps.winthrop.edu/deptdeposit/

• Fill out the Check Total space at the bottom of the digital form with the amount 
you are paying back to the university, hit Submit to Cashiers, and print the form 
that comes up.

• Your personal check can be made out to Winthrop University.
• Make a copy of the check to keep on file with everything in your P Card file.

• Send a copy of the form to Purchasing + bring a copy with you to the Cashiers 
Office with your check.

• Once received by the Cashiers Office, you will receive a confirmation; please 
forward a copy of that confirmation to Purchasing for documentation and keep a 
copy on file with your P Card statement that the transaction was made on.

https://apps.winthrop.edu/deptdeposit/


P Card Limit Increase

• Default limit $1,500 per transaction and $5,000 per month unless 
otherwise specified on P Card application

• A P Card Limit Increase Request is required if the Cardholder is 
looking to spend over their allotted single or monthly transaction 
allowable expenses.

• To request an extension, please complete the Procurement Card Limit 
Increase Request Form on the Procurement Services website.

https://www.winthrop.edu/uploadedFiles/procurement/pcardlimitincreasereqform.pdf
https://www.winthrop.edu/uploadedFiles/procurement/pcardlimitincreasereqform.pdf


Other Need-to-Know

• Credits must be returned to cards.
• Please do not set up auto-pay using your P Card or save your card to 

websites.
• If you lose your card, please contact us AND BOA Works (phone number 

can be found by clicking the phone in the top right corner of your BOA 
Works home page when logging in)

• If you need a Winthrop-affiliated FedEx account, please reach out to 
purchasing@winthrop.edu. 

• Course Fees should ONLY be used to purchase the goods or services for 
which the Course Fee is assessed. The policy here is very strict. We have 
seen some inappropriate behavior here that we've addressed individually, 
but most transactions are in compliance. As long as the activity remains 
appropriate, we will allow P Cards to be used for Course Fee expenses.

mailto:purchasing@winthrop.edu


Billing Cycle + Reconciliation

• 27th of each month
• Reconcile purchases ASAP
• Liaisons should retain the receipts for 3 years.
• Pull liaison report(s) in BOA Works.

• Deadline for monthly reconciliation: 2 weeks after the billing cycle.
• Please notify Procurement Services if any issues come up with 

reconciling cards prior to the deadline.



Need to edit a transaction’s 
allocation after signing off?

• Please reach out to Purchasing to flag the transaction.
• Once flagged, the transaction can be edited and unflagged by the 

liaison.
• If a transaction has not been signed off on by end-of-day on the 27th

of each month, the transaction will be “swept” in BOA Works and a 
journal entry will need to be created for that transaction.



Allocating and Reconciling Expenses



Taxes

• South Carolina Sales Tax Manual: https://dor.sc.gov/resources-
site/lawandpolicy/Documents/SC%20Sales%20Tax%20Manual.pdf

• If applicable tax was included in your purchase, do not choose Subject to 
Use Tax when allocating expenses.

• If tax was not included in your purchase because the vendor did not 
require it but it is a tangible item/product, choose Subject to Use Tax

• Sales tax on software purchases: If you received anything tangible, like a 
CD, for the software purchase, then you should pay sales tax on the portion 
of the purchase that is related to the CD. 

• Use tax is applicable if you pay sales tax that is remitted to a state other 
than South Carolina.  You would select Subject to Use Tax in BofA Works.

https://dor.sc.gov/resources-site/lawandpolicy/Documents/SC%20Sales%20Tax%20Manual.pdf
https://dor.sc.gov/resources-site/lawandpolicy/Documents/SC%20Sales%20Tax%20Manual.pdf
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Traveler information

Add traveler information to applicable expenses



Which Account Code Do I Use?

• When reconciling expenses, 
please refer to the Banner 
Expense Account Code Listing. 

• This listing can be found on the 
Controllers Office website.

https://www.winthrop.edu/uploadedFiles/controllersoffice/BannerAccountCodes.pdf


Sign off on Expenses

• Click on each completed expense and sign off.



Liaison Report

• Pull the liaison report for the P cards that you reconcile by the 27th of 
each month.

• Instructions on how to pull the report are sent out monthly in the 
liaison reconciliation email.

• A report will be generated for you 3 days after the end of each billing 
cycle. This report can be found on the home screen under “Action 
Items” column in the row labeled “Download”. 
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