How to request a Procurement Card (PCard)

1. Loginto DocRoute, https://jagaspx2.southalabama.edu/docroute/Login

2. Select Prepaid Visa or PCard under the Finance and Administration dropdown.

Finance & Administration

APS/AEC Request

Banner Security Access

Dig Permit

Emergency Payroll

FOAPAL Maintenance

Petty Cash

Prepaid Visa or PCard

3. Click Add New Request.

4. Select University PCard under the Card Type dropdown and enter your Contact Phone number.
5. Search for Employee.

6. Enter Cell Phone number. The bank sends text messages when there is a suspicious transaction.
7. Search for the appropriate approver under the Department Approval section.

8. Enter the requested Credit Limit.

9. Enter the Reason for Request.

10. Click Submit.

lllustration on next page.
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Card Type *

Contact Phone *

Univeriaty PCard

Cardholder Information

Employee *
EI’“CIII
Title Department Name Department Code
Cell Phone Campus Phone DOB
Department Approval
—
Department Head/Chair/Dean/VP *
T

Details

Credit Limit *

Reason for Request *
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