
PCARD APPLICATION PROCESS 

 

I. PCARD REQUEST, REVIEW AND APPROVAL  

a. If an MU employee requires a PCard they will need to enter ‘Create Request’ in 
Workday. 

 

b. The MU Employee will select ‘Create Request’. 

 

c. The MU Employee must select a ‘Request Type’.  Here, they will select either ‘PCard 
Request Form’ (for a new PCard), or ‘PCard Credit Limit Increase Form’ (for an increase 
in credit limit). 

 
 

d. Once selected, the MU Employee will select, ‘OK’. 



e. The MU Employee will complete the information requested in the ‘PCard Request Form’ 
and the select ‘Submit’. 

 
 

f. Once the PCard application has been submitted, it will automatically route to that employee’s supervisor as 
designated in Workday. 

 

g. Once approved in Workday by the Supervisor, the PCard Request will route to Procurement for review. 

 

h. Procurement will send an email to that Area Vice President seeking final approval.  Those area VPs are as 

follows: VP Academic Affairs, VP Finance, VP Advancement, VP Information Technology, VP Enrollment 

Management, General Counsel, VP Athletics, VP Marketing and Communications. 

 

i. On email confirmation is received (approval or denial), Procurement will approve the PCard Request in 

Workday and send request to United Bank for processing. 

 

j. PCards should arrive to Procurement Office within 5-7 business days after request is received by United 

Bank. 


