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1. Introduction
The objective of this manual is to provide assistance for the online credit card application process through PeopleSoft.  The Credit Card link under the Self Service area in PeopleSoft allows the submission of credit card applications by employees as well as the required two-level management approval. This application process is to be used by eligible U.S. and Canadian employees to apply for both Corporate Travel Cards and Purchasing Cards.
Step-by-step instructions on the application and approval process are included in this manual.  Notice that the process is paperless, requiring only an “electronic signature” of the employee by clicking the Continue button to agree to the terms and conditions of the Travel Card or Purchasing Card Agreement. Approval of the Manager and District Business Manager is also electronic by clicking the “Approve” or “Deny” buttons to approve or deny an employee’s application. 
By utilizing this feature in PeopleSoft, corporate credit cards will be ordered from Bank of America with the exact data that is provided in the payroll system. This will reduce duplicate applications and errors in applicant fields such as Employee Name, Employee ID (PBS#), Home District, etc. 
Once an employee’s application is approved by all levels, the new credit card will be ordered from Bank of America and sent to the Home Office for distribution. 
For additional assistance with the credit card application process, contact one of the Program Administrators listed below:
Tina Sewing – U.S. Program Administrator


(402) 342-2052 ext. 2525





tina.sewing@kiewit.com 


Lauren Obermier – Canadian Program Administrator

(402) 342-2052 ext. 2765
lauren.obermier@kiewit.com 
2. Employees (Applicants) Apply For a New Card
To begin the application process, the employee must log in to their PeopleSoft account.  Once logged in, select the Self Service option from the navigation menu, open the Credit Card sub-folder, and then click the Credit Card Request link. 
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Once the Credit Card Request page is loaded, select the proper credit card type needed (Purchase Card or Travel Card) and agree to the Kiewit Corporate Purchasing or Travel Card Agreement. By clicking “Continue,” the employee agrees to the terms and conditions of the corporate policy and continues the application process. (If both credit card types are needed, the employee must apply for both separately.)

[image: image2.png]Credit Card Request

Selecta Card Function from the drop down to apply for a credit card. Afie reading the policy, click the Continue button to
proceed further.

~Card Function Purchase Card

KIEWIT CORPORATE PURCHASING CARD AGREEMENT

Please read the following information outlining your responsibilities in connection with this
corporate purchasing card:

1.l understand the Corporate Purchasing Card is for company-approved purchases only, and | agree that it
is never to be used for personal purchases

2. Improper use of the card can be considered misappropriation of company funds. This may result in
disciplinary action, up to and including termination of employment. The company can withhold money
from my paycheck for unauthorized personal purchases

3. Ifthe card is lost or stolen, | will immediately notify Bank of America by telephone.
I understand the credit card number should not be included in any electronic transmissions such as
email or fax.

5. I agree to surrender the card immediately upon termination of employment, whether for retirement,
voluntary or involuntary reasons

6. The card is issued in my name. | will not allow any other person to use the card. | am considered
responsible for any and all charges against the card

7. Al charges will be billed directly to and paid directly by the company. Bank of America cannot accept
‘any monies from me directly: therefore any personal charges billed to the company could be considered
‘misappropriation of company funds

8. As the card is company property. | understand that | am required to comply with intemal control
procedures designed to protect company assets. This may include being asked to produce the card to
validate its existence and account number. | may also be asked to produce receipts and statements to
auditits use

9. Al receipts are to be cost coded and tumed in immediately to the Project Business Manager

10. 1 will receive a monthly statement, which will report all activty during the statement period. Since | am
responsible for all charges (but not for payment) on the card, | will resolve any discrepancies by
‘contacting either the supplier or the bank.

1. | understand the Corporate Purchasing Card is not necessarily provided to all employees. Assignment is
based on my need to purchase materials for the business. My card may be revoked based on change of
‘assignment or location. | understand that the card is not an entitlement nor reflective of ttle or position

By clicking Continue you agree to the terms described above.

_Coninue |





The next page will load with four separate boxes requesting information required to complete the application.

The first box contains Employee Information. The Employee ID and Name cannot be changed. The employee must select their correct email ID.  It will automatically default to their business ID (such as __@kiewit.com).  If the employee has multiple email ID’s in PeopleSoft, they can click on the magnifying glass to show all of them.  Select the correct email ID by simply clicking on it.
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The next box requires the employee to update the Contact Information that is automatically populated in PeopleSoft. (The address provided here will be the mailing address given to Bank of America for the monthly credit card billing statement.) The Home address is automatically populated, but the Mailing option can also be selected. If neither of those options is correct and changes need to be made, select the Edit option and change the information that needs to be updated. (Keep in mind that this will NOT update the information in Payroll – it is only updated for this credit card application.)
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The next box contains the Credit Limit for the Purchase Card or Travel Card.  The default credit limit for all applicants will be displayed. This box is blocked for editing because employees do not have access to change their own credit limit.  Only the Manager, District Business Manager or Program Administrator has the ability to change the credit limit.
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The last box on the page is the Manager Information. The employee’s manager is automatically populated using the “Reports To” structure available in PeopleSoft.  If the manager is not automatically populated, the employee must click on the magnifying glass and choose their manager from a list of all employees within their department.
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The employee’s District is automatically populated based on the information in payroll. If the District is not automatically populated, select the correct district from the drop down menu. If the District Business Manager’s name is not automatically populated, click on the magnifying glass next to the District Business Manager Name box. Once the correct district business manager is found, click on their Employee ID and their information will automatically populate.
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Once the Manager Information has been selected, all fields should be populated on the application.
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Once all of the information requested has been filled out correctly, the last step of the application process is to click the Submit button at the bottom of the webpage.
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Once the application is submitted, the Approval Details will list the transaction date and the approving managers.
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Travel Card
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Manager E-mail

Manager Phone
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Richmeier Lori &
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402/650-1010
District Business Manager

1900 - HOWE OFFICE ANAGEMENT

Renner Kevin J

Manager E-mail  KEVIN RENNER @Kiewitcom
Manager Phone  402/333-8985

Approval D

Role Name Name Workflow Transaction Date

‘action

Originator ‘Garcia Chiistina J Submifed 0812512000

Business Manager RichmeierLori A Pending

District Business Manager RennerKen J Pending

Distursement Hanager Garcia Christina J Pending

Dishursement Manager Sewing Tina 8 Pending

Return to Credit Card





To check on the status of an application, select the Self Service option from the navigation menu, open the Credit Card sub-folder, and then click the Credit Card View link.
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Here the employee can see the current status of their application during the approval process.
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3. Business Manager/District Business Manager (1st& 2nd Level) Approval
There are several different ways to access pending applications that require the Business Manager/District Business Manager’s approval.  All three ways will link to the approve/deny page of the employee’s application.

3.1 Manager Approval – Through Email Link
When an employee submits a credit card application, the manager will receive an email similar to the example shown below.  The manager will then be able to open the URL given and can approve or deny the credit card application.
[image: image16.png]From: HRTST@Kiewit.com [mailto:HRTST@Kiewit.com]
Sent: Friday, August 21, 2009 1:52 PH

To: Tina.Sewing

Subject: Approval Required - Credit Card Request

Employee Name : Gardner,Ranae M.

Emplid :022124
This employee has submitted a credit card request and it is waiting for your approval. Click the link below to view the approval window.

hittp://172.30.2.112:8086/psp/hrtst/ENPLOVEE/HRIS/c/KC INFO SYSTENS.KC CC BHGR APPROVE.GBL/?EMPLID=8221248KC BOFA CARD TYPE=P&EFFSEQ=0

This e-mail brought to you by peoplesoft workflow technology.





When the URL is opened, the manager will be prompted to log in to their PeopleSoft account.
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Once the manager is logged in, they will be automatically redirected to the employee’s credit card application and can approve or deny the application by clicking on the appropriate button at the bottom of the webpage.
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3.2 Manager Approval – Worklist
The manager is also able to view credit card applications by using the Worklist feature which can be accessed on the navigation menu by clicking on the Worklist folder or on the top right hand side of the webpage.
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3.3 Manager Approval - Manager Self Service

The credit card approval process can also be accessed under the Manager Self Service folder in PeopleSoft.  Select the Manager Self Service option from the navigation menu, open the Credit Card sub-folder, and then click the Business Manager Approve link.
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This page will automatically default to the Pending applications awaiting the manager’s approval.  To access a specific employee’s application, simply click on their name and then the manager will be able to approve or deny the application.
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3.4 Denying the Application

If the manager decides to deny the application, they must click the Deny button at the bottom of the page.
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Once the application has been denied, the Approval Details will show the manager that denied the application as well as the date it was denied.
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3.5 Viewing Applications Submitted for Approval (Overview)

At any time, an approving manager is able to get an overview of the credit card applications that require their attention.

If the manager has no current credit card applications for approval, the message “There are no Credit Card requests requiring your approval” will be displayed.
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Once an employee has submitted a credit card application for approval, the status will show “Submitted” under the Last Action.
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Once the manager has approved the submitted credit card applications, the status will show “Approved” under the Last Action. 
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4. Program Administrator Card Approval
The steps to Approve/Deny the applications for the Program Administrator are identical to the Manager/District Business Manager.

The Program Administrator can also view applications with various statuses (approved, awaiting approval, denied, submitted):
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Select the proper credit card type here.





(Credit Card statement address)





The default credit limit is displayed here, but can be edited by the Manager, District Business Manager, or the Program Administrator.





This Worklist provides the link to the webpage that has the employee’s application. Click on the link to the application to approve or deny it.
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