
  

May 2015 P-Card Newsletter 

Checklist for Becoming a P-Cardholder 

Ch-ch-changes! 

We are always so happy to see growth within our own team, but it does mean that we having some 
staffing changes as stretch opportunities abound within our P-Card  team!   
 

 Chris Collier has accepted six month Special Duty position in the Business Resource Center 

  Tina Shields has accepted as Special Duty  assignment to backfill Paula Wilz as an assistant buyer  

   …and guess who’s back!!!  Sarah Dawson has come back to the P-Card team!!! 

  & Paula Wilz is now on Special Duty, backfilling Sara’s Buyer position 

  

Join me in congratulating everyone in their new opportunities!  While we will miss Chris and Tina, 

this a wonderful example of how the county encourages growth within! 

P-Card Training 

Our next P-Card training is on Tuesday, June 2nd . 

Time:  1:30 –3:30 pm 

Location: Chinook Building, Dahlia Conference Room 328 

Approvers, Coordinators, and Cardholders alike are  

always welcome to come in for a refresher!   

It is very important the correct “Deliver to” address is provided at all times to ensure accurate 

sales tax is applied.  That why we have included a link to Expense Locations listing all the King 

County mail stops codes.  The link opens an Excel spreadsheet of “Deliver to” location codes 

along with corresponding department/division names and addresses.  The spreadsheet is  

updated periodically by the Business Resource Center.  

Mailstop Madness 
Tired of looking for the appropriate “Deliver to” mailstop 

code to reference in the “Justification” field?  If you are  

responsible for reconciling  transactions on behalf of your 

department/division and you don’t know the exact “Deliver 

to” address, you are in luck! 

Two forms, two trainings = some confusion as to the steps 

involved in new cardholder setup.   Never fear!  We’ve 

made a checklist that coordinators and approvers can follow 

when setting up a new cardholder.  It’s available on our 

website under “Training.”  Hopefully this will clear some of 

the confusion. 

Happy Spring from the P-Card team!   

We (as always) try to keep our website and  

documents up-to-date.  Our P-Card Manual  

is no exception.  We’ve recently made  

some updates to our manual to address our  

current business processes.  The most  

current version is available on our P-Card 

Website...careful though, it’s a page turner, 

once you pick it up, you won’t put it down! 

Spring Cleaning! 

Can Approved Reports be Modified 

Bye, for now! 

Yes!  However, you are unable to modify the report in the iExpense module.  

POETA and Expense Type information can be modified in the Project and 

Grants module. 

Don’t have access?  Your Business and Finance Officer will likely have the  

appropriate access needed to modify your reports. 

You will not have the ability to change the justification, however.  It is always 

important to keep all of your physical records and you can simply add a note of 

any corrected information with those records.   

 

Remember there is a six year retention for all back up documentation. 

https://kc1.sharepoint.com/sites/DES/FBOD/procurement/Documents/documents/PCard-Checklist.pdf
http://kcweb/des/brc/Oracle%20EBS/Modules/iProcurement.aspx
https://kc1.sharepoint.com/sites/DES/FBOD/procurement/Documents/documents/PCard-Checklist.pdf
https://kc1.sharepoint.com/sites/DES/FBOD/procurement/Documents/documents/PCard-User-Manual.pdf
https://kc1.sharepoint.com/sites/DES/FBOD/procurement/Pages/P_Card/P_Card.aspx
https://kc1.sharepoint.com/sites/DES/FBOD/procurement/Pages/P_Card/P_Card.aspx

