
P-Card Training Module
• Basic overview of  the P-Card

• How to setup your P-Card & Amazon Business

• How to reconcile & certify your P-Card



Allowable & Non-Allowable Purchases 

• Supplies, Equipment, Furniture

• Computers, Books

• Conference Registration and Fees

• Memberships w/ Justification 
Memo

• Food w/ a Food Justification Form

• Travel, Gas, Hotels

• Gift cards

• Office Decorations

• Alcohol

• Office Parties

Allowable Non-Allowable



Basic P-Card Rules

• The person’s name on the P-Card is the only person authorized to use the 
card. 

• Per Transaction Limit is $2500 & Monthly Limit is $5000.

• P-Card cycle runs from the 7th of  the month to the 6th of  the following 
month. (Example 01/07/2018 – 02/06/2018).



Supplemental Forms to Submit with Reconciliation
Food Justification Form Missing Transaction Form



Receiving & Activating your P-Card



Sales Tax Rules
• Recommended to carry sales tax 

exemption letter when ever using the P-
Card.

• You should never be charged sales tax.

• Vendor is looking for the Federal ID # 
& Sales Tax Exemption # when 
removing tax from P-Card purchases.



Amazon Business Setup & Rules

Invitation Email Information on Amazon Business Email



P-Card Website 
• https://www.binghamton.edu/offices

/purchasing/p-card.html

https://www.binghamton.edu/offices/purchasing/p-card.html


Signing Into The P-Card Website
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C



Obtaining The Last Four Digits Of  Your SUNY ID Number



Obtaining The Last Four Digits Of  Your SUNY ID Number Continued



General Overview Of  The P-Card System / How To Change Account Numbers

A

B

C



General Overview Of  The P-Card System / How To Change Account 
Numbers



General Overview Of  The P-Card System / How To Change Account Numbers

_______ $100.00



General Overview Of  The P-Card System / How To Change Account Numbers

You can only use State and IFR accounts in the P-Card system! 

8608850000



General Overview Of  The P-Card System / How To Change Account Numbers



How To Certify Your P-Card Statement



How To Certify Your P-Card Statement



How To Certify Your P-Card Statement



How To Certify Your P-Card Statement



How To Certify Your P-Card Statement



Reconciliation Packet

• Certification Page no signatures necessary on this page.

• Print Screen of  your Statement Page with all your transactions.

• Original Receipts

• Food Justification Form if  any food purchases for the period.

• Missing Transaction Form if  missing any receipts for the period. 



How To Uncertify Your P-Card Statement



New Electronic P-Card Submission System

• Starting with the period 07/07/2020 – 08/06/2020 ALL P-Card 
Reconciliation Packets must be submitted through the new Electronic P-
Card Submission System.

• No longer accepting hard copy paper packets after the above period.

• New system will eliminate the need for wet signatures.
• New system will allow for easy document retrieval of  all past P-Card 

Reconciliation Packets.



New Electronic P-Card Submission System
https://www.binghamton.edu/offices
/purchasing/p-card.html



New Electronic P-Card Submission System



New Electronic P-Card Submission System
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New Electronic P-Card Submission System



New Electronic P-Card Submission System

A
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New Electronic P-Card Submission System

https://my.binghamton.edu/app/purchasing_eforms/my-pcard

A

https://my.binghamton.edu/app/purchasing_eforms/my-pcard


New Electronic P-Card Submission System

-Please do not submit the same period more than once. 

-If  you notice something wrong with your packet after it is approved by 
purchasing please contact the purchasing office. 



Binghamton University P-Card Website

https://www.binghamton.edu/offices/purchasing/p-card.html



THANK YOU!

Send an email to jgallent@binghamton.edu


