Introducing a 2-Card System FAQs

Q: Will they be issuing new PCards, or will our current PCards carry over?
At this time, we anticipate current PCards will carry over for cardholders who will be purchasing commodities and services.

Q: Will someone have two different cards if they both travel and purchase commodities?
Yes, if an individual does both travel and commodities purchasing, they will have two cards.

Q: Will the traveler still be obligated to book travel in Concur?
Travel booking will still happen in Concur.

Q: Will faculty now be responsible for their own travel arrangements and expense reimbursement processing?
No. In Workday, travel expenses and commodities reconciliation can be done on behalf of others.

Q: A faculty member in my unit often has museum visits in her travel related to her research area. Would this new model separate the entry fee, which goes on the Travel Card, from the books she buys in the museum shop, which go on the Commodity Card?
These details are still being reviewed. More details to come.

Q: Which card would be charged for a registration fee for a conference that the staff will travel to and attend?
We anticipate registration fees will be charged to a Travel Card. 

Q: Will the two cards be different colors?
There will be unique identifiers for the cards. What those identifiers will be is still being decided.

Q: Which card would be used for conference registrations?
We anticipate conference registrations will be charged to the Travel Card.

Q: Would the Travel Card be used for nonstandard travel expenses, such as Airbnb charges?
Airbnb is still a travel expense, so we would expect it to be appropriate to use a Travel Card.

Q: Will charges for hotels be unable to process when you swipe the PCard, or will we have to fix this issue on the back end?
We anticipate most true travel expenses, such as lodging and airfare, will be blocked on the PCard.

Q: What about fuel? Sometimes we are filling up boats or ATVs. Would this be on a Travel Card or Commodity Card? Our grants for some of these require us to categorize this as a travel-type expense.
Fuel expense items exist within the Expenses module in Workday.

Q: Will a card or transaction be denied if it is used for a purpose for which it is not intended? For example, if I accidentally try to use my Travel Card to make a PCard purchase?
In most cases, we anticipate the transaction will be denied if used for an expense that should go on a different card.

Q: If someone uses a PCard for both travel and non-travel purchases moving into the new system, will they be issued two different cards?
Correct. There will be a card for travel-related expenses and one for commodities.

Q: Will we automatically get a Travel Card if we are a PCard holder, or do we still need to apply for one?
If a current PCard holder uses their card for travel, it will be recommended that they receive a Travel Card. This will be subject to department approval but will not require a new application if supported by past spend.

Q: I support a faculty member who uses their PCard for taxis when traveling. Will they get a Travel Card also?
Which use cases will necessitate a Travel Card are still being determined, but best practice would be for ground transportation to be paid on a Travel Card.

Q: Can we internally move expenses from one card to another, such as from a Travel Card to a Commodity Card, if an expense is charged to the wrong card?
You cannot move expenses from one card to another. Workday will allow you to move Travel Card transactions from one profile to another. Commodity charges cannot be reassigned, but there are plenty of account codes and spend categories to select.

Q: Would buying food be considered a commodities or services expense?
Food is best purchased from our approved caterers and paid via a purchase order in Workday; however, if it is an allowable instance, then it would go on a PCard.

Q: Is it a requirement unless it results in a 20% cost savings?
Policy decisions are still being reviewed.

Q: Will the current PCard limits apply to the new cards?
Limits are currently being reviewed. More to come. 

Q: Will faculty get assigned a Travel Card?
The university card team will make suggestions based on purchase history. Best practice would be for faculty travelers to use a Travel Card for their business travel.

Q: Will conference registrations be restricted to the Travel Card? What about when they have to pay for a membership as part of the registration purchase?
These decisions are still being reviewed, but best practice would be for memberships to be paid separately on the PCard.

Q: Will PCard holders be authorized to pay for catering with a PCard, or will they need to request approval from the FA office?
PCards should not be used for catering unless pre-approved by Procurement and the university card team.

Q: Are there guidelines on when a Travel Card is warranted? We have employees who only rarely travel, such as once every three years. Would they still need a Travel Card?
These guidelines are still being developed, but this is on our radar and will be addressed.

Q: Will faculty automatically receive these cards? We are not sure we want our faculty to have them.
We anticipate making recommendations that will then be approved by the department before cards are issued.

Q: What is the process to reconcile a transaction when a Commodity Card was used to purchase a travel-related item?
These business processes are still being developed, but we do anticipate this happening and will provide guidance on how to reconcile it closer to go-live.

Q: Will fuel be allowed on Commodity and Travel PCards?
We anticipate this expense will be allowed on both cards, but this is still to be determined.

Q: If the PCard is used for travel purchases, will the purchase be denied at the time of purchase?
We anticipate it would be denied in most situations.

Q: Should the Travel Card be used for guest purchases?
Yes. If travel is being purchased on behalf of a guest, the Travel Card should be used.

Q: Does fuel fall under the Travel Card or Commodity Card for travel used for daily field research that does not involve a TAR?
We anticipate fuel will be allowed on both cards, but this is still to be determined.

Q: If you need a Commodity Card and a Travel Card, will you be assigned both?
Yes.

Q: If staff who are non-travelers book travel for an agent, do we need to get them a Travel Card to book the travel?
Yes. They will be allowed to get a Travel Card to manage travel on behalf of others.

Q: Does this affect our Bank of America portal? Will our profiles have two cards for travel and commodities?
We are working with Bank of America to determine whether the Global Card Access account is specific to the cardholder or the card itself. There will either be two cards within the cardholder’s account or an account for each card. More to come here, as this is still being decided. 

Q: When will old cards be turned off, and when will new cards be available for request?
We will not be turning off old cards. Instead, we will introduce the new Travel Card and turn off travel expenses for the PCard. This means that if you already have a PCard, you do not need to change anything.

Q: How do we stop people from using a PCard, rather than a Travel Card, to register for a conference? Will the system flag it and decline the purchase?
Registration and memberships are areas that we are evaluating to determine which card, or whether both cards, will be used.

Q: Would current cardholders need to submit a new card application?
No. We will ask for department leadership approval for batch updates but will not require cardholders to resubmit applications.

Q: Will there be an individual limit for both PCards?
Yes. We will introduce the limits once they are finalized.

Q: Could Purchasing create clear guidance for the most commonly borderline expenses where the faculty member is traveling but the purchase itself could plausibly look like either a PCard or Travel Card expense? An example might be equipment rental for a conference or research trip, or printing and poster services for a poster presentation.
Yes. We anticipate having both training and resources available for determining which card to use, including more in-depth offerings and high-level quick references.

Q: Who determines who gets a Travel Card? Our department does not want all travelers to have one. Our fiscal person holds a PCard and books all travel. Would they need to have two cards, even though the fiscal person is not a traveler?
In this model, yes, the fiscal person would need to have two cards to continue supporting faculty travel. The university card team will make recommendations on who receives a card.

Q: Will some expenses be allowable on both cards? Travelers often pay for a membership fee to receive a discounted registration cost for travel.
Yes. Some expenses will be enabled on both cards.

Q: Will users be able to see their spending limits?
Yes. The cards will still be through Bank of America and will allow users to access their own card management through their Bank of America Works logins.

Q: Will the Travel Fair cover Workday processes for travel-related expenses and UF GO for booking travel?
We will be available for questions and will share information. This is not currently a set item to discuss, but we would be happy to explore the topic during the fair.

Q: I constantly must ask for my faculty member’s PCard to make departmental purchases because I do not travel and do not have a PCard. Will having a PCard now be an option for administration employees who did not need one in the past?
PCards must be approved by the department. If you have a current need, please discuss it with your department administrators and reach out to the PCard team for assistance.

Q: Would it still be considered best practice to have as many items as possible invoiced, so that fewer items need to be purchased on the PCard?
Yes. We still encourage the use of the Marketplace.

Q: Does this mean our current security roles will not transfer over?
Security roles will be defined for Workday.

Q: How do I obtain those security roles? 
Units are working with the project team to map security roles this fall.

Q: Do you have to have an approved Spend Authorization to complete an Expense Report for travel?
Trips that involve an overnight stay or 24 hours or more of continuous travel, as well as international travel, will require prior authorization.

Q: Can I create an Expense Report from a Travel Request?
Yes. It can serve as the basis for an Expense Report.

Q: Will step-by-step guides be created or provided for the new system?
Yes. We will have instruction guides and online training courses.

Q: Will the title “Travel Request” be going away?
Yes. In the future state, a “Travel Request” will be called a “Spend Authorization” in Workday.

Q: Will we still need a TA request prior to travel?
Trips that involve an overnight stay or 24 hours or more of continuous travel, as well as international travel, will require prior authorization.

Q: How would reimbursements work in the new system if a faculty member pays for travel expenses with personal funds?
Best practice will be for travel expenses to be paid on a Travel Card, but allowable expenses paid with personal funds will be reimbursed through the Workday Expenses module.

Q: What happens if someone uses the wrong card for a purchase or travel expense?
It will need to be marked using a code indicating that it was purchased on the wrong card but still reconciled in the module for the card used.

Q: What about reimbursement? For example, if someone paid for a membership but wants to be reimbursed, how will that work?
Reimbursements will be processed in the Procurement Expenses module.

Q: If someone is purchasing lab supplies while traveling for research, should those lab supplies be charged to the Travel Card or PCard?
We anticipate lab supplies would need to be charged to the PCard, but those nuances are still being reviewed.

Q: Will delegates still be primary cardholders, or will only the traveler be a cardholder?
Delegates will still be able to have their own Travel Card, which they can use to book travel on behalf of others.

Q: Will there be a chart listing suggested types of purchases related to each card?
Yes. We will provide guidance on this in the future.

Q: Will delegates have access to both cards even if they do not typically travel, such as when making reservations for guests?
The university card team will recommend who has which card for the initial Travel Card rollout. If a delegate is making commodity and travel purchases on behalf of others, they would need to have both cards.

Q: What is the best practice for determining who gets a Travel Card? If someone goes to a conference once a year and that is the extent of their travel, should they get a Travel Card? What about someone who attends two conferences per year?
We will be making recommendations for these situations. Stay tuned.

Q: Our fiscal person holds a PCard and books all travel. Would they need to have two cards, even though the fiscal person is not a traveler?
Correct.

Q: Is “verify” the same as “reconciliation”?
The PCard verify process is the same as reconciling it.

Q: Will the Aircard and Concur Booking Tool be embedded in Workday, or will they remain separate programs?
They will remain in Concur and will be separate.

Q: Is there a way to keep the vocabulary the same in Workday? I feel like this would make it easier for us to learn.
There is not. We have a glossary on our website to reference PeopleSoft to Workday crosswalk terms.

Q: Since faculty are purchasing in Concur, although not on a PCard, will that transfer over to Workday for their Expense Report?
Credit Card transactions will appear as expenses in Workday and can be quickly selected and included in an Expense Report.

Q: Will I be able to use my Travel Card to book travel for another traveler, even if that person has a Travel Card? Will I need to book it through my UF GO profile, or will I be able to book it through the traveler’s UF GO profile?
You will be able to use your Travel Card to book travel for another traveler. If booking through the booking tool, you would need to book their travel as guest travel under your UF GO profile.

Q: If someone frequently travels but only purchases commodities, such as printing meeting materials or posters while traveling, would they receive both a Commodity Card and a Travel Card, or just a Travel Card because the commodities are related to travel?
We are still reviewing which commodity purchases will be allowed on the Travel Card. The recommendation for who receives which card will take those allowable purchases into consideration.

Q: Are there any issues we may see with international travel, such as currencies outside of USD?
We do not anticipate issues with international travel. It should work as the PCard currently works for international expenses.

Q: Will travelers need to request a one-time increase for high hotel costs?
Credit card limits are being reviewed with the goal of reducing the need for frequent one-time increases; however, we do anticipate that the Travel Card will continue to have a single-transaction limit, so a one-time limit increase would be required if the total cost is expected to exceed that limit.

Q: Would expenses for research participants’ snacks be considered a commodities expense?
Most likely, yes.

Q: What if you do not travel often but book travel for an administrator and pay for their conference registration?
If you make travel purchases on behalf of others, the university card team will likely recommend that you receive a Travel Card, even if you do not frequently travel yourself.

Q: When will this change take place?
The two-card system will go into effect concurrently with the Workday go-live.

Q: Can employees and fiscal staff reconcile transactions, and can they book on behalf of the Travel Card holder? We received information that booking for a traveler on their PCard was considered card sharing. Will this still be the case?
Only the cardholder should make purchases on their card, whether it is a Travel Card or PCard. When booking on behalf of others, the travel arranger would need to continue booking guest travel using their own card.

Q: What happens when the cardholder uses the wrong card?
The expenses will still need to be reconciled in their respective modules. We will provide instruction guides on how to process charges made with the wrong card.

Q: What prevents a traveler from directly or indirectly using a Travel Card for personal expenses while traveling? For example, if a traveler takes an Uber for sightseeing?
The expenses will still go through an approval process, as they do today. If the card is charged for personal expenses, the employee will be required to repay the university.

Q: What about one-time travel or purchases, or rare occasions? Should employees lean toward reimbursement or using a card?
We will be leaning toward using a card in as many instances as possible.

Q: If you have the correct security role, can you move a charge from the cardholder’s account to someone else’s account?
If you are a Travel Card holder, you can move card transactions to different worker profiles.

