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Happy Summer, and Happy New Fiscal Year! Welcome to 
FY13. With the new year comes a number of updates. We 
hope this newsletter will update you with all you need to 
know!  

We’re not in 24502 

anymore, Toto! 

That’s right, Liberty University now 

has its own zip code! The new zip 

code is 24515. The next time you are 

having items shipped to the university, 

use the 24515 zip code or your ship-

ment may be delayed a few days. Al-

so, if you are traveling and are asked 

to enter your zip code that 

corresponds with 

your P-Card, 

use 24515. 

FY13 Travel &  

Entertainment Policy  

Acknowledgement 

Letter 

A new year, a new Travel and En-

tertainment Policy Acknowledge-

ment Letter (my, that’s a mouthful, 

isn’t it?). If you have travel per-

missions on your P-Card (and even 

if you don’t, or you don’t know if 

you do or not), you’ll want to sign 

the new letter for FY13 to signify 

you’re aware of the guidelines set 

forth by the Travel and Entertain-

ment Policy. 

 

We’re aiming to have all cardhold-

ers sign this new letter by the end 

of July, so if you haven’t already 

signed it, sign it now!  

http://tinyurl.com/brvze7l
http://tinyurl.com/brvze7l
http://www.liberty.edu/media/1311/policies/Liberty_University_Travel_&_Entertainment_Policy.pdf
http://www.liberty.edu/media/1311/policies/Liberty_University_Travel_&_Entertainment_Policy.pdf
http://tinyurl.com/brvze7l
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Retraining When Your P-Card Expires 

So you have a P-Card expiring soon? We’ll contact 

you when a new card arrives to replace the old one, 

but before you come to pick it up, make sure to take 

the Finance 100 course, either in class or online, and 

then pass the quiz related to the course with at least 

an 80%. As of July 1, 2012, the completion of 

Finance 100 and passing the related quiz is a prerequisite for picking 

up a renewal P-Card. The course must have been taken within 3 months pri-

or to picking up the new card.  
 

Finance 100 is available in class or online through the Professional Develop-

ment Portal under the Courses → Finance tab (FINC_100). If you enroll in the 

online course, make note that the course and quiz will be available the morn-

ing after you enroll in Blackboard.  
 

After 3 years of having a P-Card, a re-training can benefit you tremendously. A 

number of changes and updates to policies are likely to occur within that time, 

so it’s best to stay “in the know” to avoid overlooking any policies affecting 

your P-Card use.  

The P-Card Addendum is now an electronic form, so no more walking it around 

to get approvals! Submit the online form if you need to  

 change your name 

 change your P-Card monthly limit 

 change your P-Card purchasing permissions, or  

 close your P-Card because you are leaving your 

department or the University. 

Electronic P-Card Addendum 

https://www.liberty.edu/index.cfm?PID=7136
https://www.liberty.edu/index.cfm?PID=7136
https://www.liberty.edu/index.cfm?PID=6154
http://tinyurl.com/d6gh4oh


Commodity  
Codes and  Q 

 

Q:  What information should my re-

ceipts include? 

A:  1) The purchase date and/or the 

date of receipt of goods 

2) The vendor name and address 

3) The unit cost/description of each 

item purchased (you’ll sometimes 

have to specify that you need this 

with the vendor) 

4) The total cost of purchase 

5) Last 4 digits of card number 

6) Your signature 

   Other P-Card FAQs  

uestions of the  
uarter 

Julie Slagle    Brittany Harris   Purchasing 

jdslagle@liberty.edu   beharris@liberty.edu        purchasing@liberty.edu 

592-3048          592-3346    592-3012 
              

To report a lost or stolen card, please notify Julie or Brittany as soon as possible.  

Call Purchasing at 592-3012 or email beharris@liberty.edu or jdslagle@liberty.edu 

Your P-Card Information Sources: 
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Many users have mentioned their 

transactions are reconciling to incorrect 

account codes and creating errors in 

their budgets. It appears that using 

AutoFill to enter commodity codes in 

RapidRecon is causing this. It prevents 

the account code from updating once 

the commodity code is selected from 

the AutoFill dropdown list. Thus, we 

strongly advise against using Auto 

Fill to enter a commodity code. In-

stead, type in the complete commodity 

code (or type % to retrieve the list of 

available commodity codes) and hit 

“Tab” to allow the account code to 

populate. Even so, double check your 

commodity code and your account 

code are correct before submitting 

your transactions to your approver. 

We Want Your 

Feedback! 
 

If you haven’t already, we invite 
you to take about 10 minutes to 
complete the P-Card Survey. 
The survey provides us valuable 
insight into what can be im-
proved to make the P-Card pro-
gram better for everyone in-
volved. Thank you in advance 
for your participation! 

http://www.liberty.edu/financeadmin/budget/index.cfm?PID=17963
mailto:jdslagle@liberty.edu
mailto:beharris@liberty.edu
mailto:purchasing@liberty.edu?subject=P-Card%20Question
http://tinyurl.com/cpo7y3p

