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Happy New Year!  Take a few moments to read up on 
what’s going on in the P-Card world! 

 Having trouble logging into RapidRecon from off 

campus? Give HelpDesk a call at 434-592-7800 or 

submit a ticket. 

 Index codes should only be used in RR when in-

structed. If you are not explicitly told to use an 

index code to load your FOAPAL, then don’t! 

However, when you are to insert an Index Code, 

be sure to REMOVE it AFTER populating the 

FOAPAL elements but BEFORE clicking ‘Save 

Changes on this Item.’ Index codes in FOAPAL 

lines cause errors when transferring reconciled 

transactions from RR to Banner. 

 Complete comments for trip line items and orders 

in RR include the purpose, recipients, location, and 

details of the transaction. 

 Do not open/modify a per diem allowance line 

after reconciling Visa transactions to that line. 

 

Points to Ponder: 

Q 
 

Q: How do I reconcile a credit?  

A: Create an order or line item like usu-

al. Enter in a minus sign (-) before 

the amount of the credit in the spots 

where you normally enter the ex-

pense amount. 
 

Q: How was my P-Card compromised? 

A: From time to time BB&T forwards 

Liberty an alert they received from 

Visa.  These alerts are linked to po-

tential threats.  To protect them-

selves and the cardholders, BB&T 

requests that the cards be closed and 

new cards be issued.  Although the 

threat is not a  direct result of ac-

tions taken by any one cardholder, 

each cardholder is expected to keep 

their P-Card on their person and to 

use the card responsibly. 

 

Have a question? Let us know! 

uestions of the  
uarter 

This Quarter’s Highlights: 
 P-Card Policies and Violation Procedures have been revised.  Take a peek! 

 Finance 100 is now conveniently offered Online.  Visit the Pro Dev Portal to sign up.  Finance 

100 will appear in your Blackboard session the following business day. 

 Need access to a Fund/Org code?  Complete the Request for Fund/Org Access. 

 

 

 

 

 

 

http://www.liberty.edu/media/1315/P-Card_Policy_and_Procedures.2012.pdf
http://www.liberty.edu/media/1315/P-Card%20Violation%20Procedures.2012.pdf
https://www.liberty.edu/index.cfm?PID=7136&action=dsp_sections&c_id=1042&type=menu&xml_index=2&tab_name=Courses
http://www.liberty.edu/media/1311/Request%20for%20Fund-Org%20access.pdf
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Policies and Procedures Corner: Rewind and Remind 

Prohibited Items/Activities that may receive Conditional Approval 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* Written conditional approval may be obtained from a Purchasing Card Officer (pcard@liberty.edu) for these 
purchases on a per-instance or annual basis. Approval granted on an annual basis must be renewed each fiscal 
year.  
1 Written conditional approval may be obtained from IT Inventory (ITinventory@liberty.edu) for these pur-
chases on a per-instance or annual basis. Approval granted on an annual basis must be renewed each fiscal 
year.  
2 Written conditional approval may be obtained from New Media Communications (ITinventory@liberty.edu) 
for these purchases on a per-instance or annual basis. Approval granted on an annual basis must be renewed 
each fiscal year.  
3 Written conditional approval may be obtained from Software Compliance (software@liberty.edu) for these 
purchases on a per-instance or annual basis. Approval granted on an annual basis must be renewed each fiscal 
year.  

Don’t be LATE for a Very Important RECONCILING Date!! 
 

The P-Card is a great benefit, but it does not replace ALL requisitions. Some things are not to be pur-

chased with P-Card. Please review these restricted items and activities in the P-Card Policy.  Pay spe-
cial attention to the items listed below that may receive written conditional approval. 

 

 Live animals*  

 Radioactive materials*  

 Specialty gases*  

 Flowers, greeting cards, candy, fruit baskets, 
gifts and similar items * 

 Computer hardware and accessories from 
vendors outside the IT Marketplace1  

 

 Office Furniture*  

 Incentives*  

 Medical services*  

 Audio/Visual equipment and accessories 
from vendors outside the IT Marketplace2  

 Software, including renewals 

       (See Appendix A)3 

The revised P-Card Policy emphasizes accuracy and timeliness.  As you 

reconcile, do not hesitate to refer to  the FOAPAL codes lists or to ask 

your Budget Analyst questions.  Remember, it’s easier to reconcile to the 

correct FOAPAL initially rather than reconciling again. 
 

While accuracy is extremely important, timeliness should not be ignored.  

Under the revised policy, P-Card transactions MUST be reconciled and 

approved by the 15th day of the month following the month the transac-

tion was incurred.  (Please refer to the P-Card Policy for a clear explana-

tion and example.)  Continue to reconcile as the transactions appear in 

RapidRecon leaving ample time for your Approver to review your P-Card 

transactions. 

 

According to the revised policy,  if transactions have not been reconciled 

and approved by the 15th,  the P-Cards of the Cardholder, Reconciler, and 

Approver will be disabled the  following day, (the 16th).  Disabled P-

Cards MAY be reinstated when all transactions in question have been rec-

onciled and approved in RapidRecon. 

http://www.liberty.edu/media/1315/2010%20Revised%20P-Card%20Policy.pdf
http://www.liberty.edu/media/1315/P-Card_Policy_and_Procedures.2012.pdf
http://www.liberty.edu/media/1315/P-Card_Policy_and_Procedures.2012.pdf


 

How do I              ? 
 

Posted on the P-Card website are de-

tailed “how-to” presentations to help 

you navigate through and expose you 

to neat tricks in RapidRecon. Discov-

er how to: 

 

 Create and reconcile an order 

 Create and reconcile a trip 

 Re-Reconcile a rejected transaction 

 Approve Transactions 

 Claim mileage reimbursement in a 

trip 

 Reconcile multiple related transac-

tions to one order 

 Reconcile one transaction to multi-

ple line items  in a trip 

 Create templates for repetitive pur-

chases or trips 

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 either Julie or Brittany immediately.  

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

Your P-Card Information Sources: 
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Browser Dilemma:  

Do You HAVE to use Internet 

Explorer?  
 

RapidRecon was designed to work best with Internet 

Explorer. If you are a loyal user to a browser other than 

IE, or you can’t use IE (aka Mac users), you may use 

your browser; just know that experience has shown that 

users are more susceptible to encountering errors in RR 

if they use browsers other than IE (Google Chrome in 

particular). When logging into RR in a browser other 

than IE, you’ll get a couple pop-up warnings. Click 

“Cancel” on the first warning and “OK” on the second.  

Finance 100 is now offered online!  

Sign up via the Pro Dev Portal for Finance 100 

(FINC_100) and the very next business day, Fi-

nance 100 will be available to you on Blackboard.  

Once you’ve reviewed the Finance 100 material, 

take the quiz.  Finance 100 is satisfied once 

you’ve received a score of 80% or better. 

Let’s meet! 
 

Do you ever feel like it would be beneficial to receive refresher 

training in Rapid Recon? Do you want to know how to look up 

transactions after you’ve reconciled? Are you an approver who 

would like more guidance concerning how to be a more qualified 

second set of eyes? Julie and Brittany wish to assist you with P-Card questions and difficulties. 

You can even invite them to a departmental meeting for feedback or for a departmental refresh-

ment training course. Give them a call or send them an email to set up a time! 

http://www.liberty.edu/financeadmin/budget/index.cfm?PID=20244
mailto:jdslagle@liberty.edu
mailto:beharris@liberty.edu
mailto:purchasing@liberty.edu?subject=P-Card%20Question

