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Credit Card Application Instructions
1. Navigate to https://gems.uchicago.edu/resources/ and click on Apply for the GEMS Credit Card
2. Log in, read through the disclaimer text and Agree to the terms and conditions of the application
3. Complete the Applicant Information.
· Use the address that best describes where you receive mail at the University. Also include a room #.
4. Complete the Card Type Section. Each cardholder will only receive 1 physical card. A card may have more than one of the following options:
· Travel

· Select if you will purchase airline tickets, car rentals, hotel, or any other travel related expenses 

OR 

· if you make non-travel incidental purchases up to a $500 transaction limit

· You can change the Travel Billing Cycle Spend Limit if necessary. If you modify the $10,000 limit you will need to provide an explanation in the Intended Travel Use field.

· ATM (Check with your management to determine if this option is right for you). 

· Note that the ATM feature will allow you to withdraw $50/day with a $500 monthly limit

· When you reconcile ATM purchases in the expense management system, you will need to itemize every purchase made with the withdrawn cash. If there was any cash leftover, you will need to mark it as a non-reconcilable personal expense.

· Procurement (Check with your management to determine if this option is right for you). 
· If you select this option you will be required to enter Intended Procurement Use explaining why you need this privilege.

· You can change the card limits if necessary. If you do, you will need to provide a extra explanation in the Credit Limit Reason for Change field.

Hint: Check with your Department Representative to find out which card is right for you
5. Review your Billing Information. 

· If all pre-populated information is not correct, you must contact your GEMS department representative to correct this information before you submit your application.

· If you know your Ledger and Account Number, enter them here. If you do not know this, your Approval Admin (listed in the Approver Information section below) will need to enter the information for you.

6. View your Approver Information.
· Per your department representative, this section lists those who will approve your credit card application.
7. Enter any extra comments that will help your approvers process this application.

8. Select Submit for Approval.
You will receive emails each time your application changes status. Once it processed by Central Procurement Services, it will be sent to our credit card vendor. Your card will arrive 7-10 days later.

Coordinate with your Departmental Representative to arrange to pick up your card when it arrives.

GEMS resources

	Resource
	Location

	Apply for your GEMS Credit Card
	https://gems.uchicago.edu/apply

	Login in and begin reconciling expenses
	https://gems.uchicago.edu/login


	For questions regarding…
	Email / Contact / Visit

	Getting started in GEMS, GEMS resources, online demonstrations, frequently asked questions, etc.
	https://gems.uchicago.edu/

	Expense policies 
	gemspolicies@uchicago.edu

	Technical support 
	gemssupport@uchicago.edu

	Training
	gemstraining@uchicago.edu

	GEMS Credit Cards 
	gemscard@uchicago.edu / 773-702-3320

	Lost or stolen cards
	GE Customer Service: 800-377-3871

	Feedback on GEMS
	gemsfeedback@uchicago.edu
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