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Access SpearMart by navigating to https://my.fsu.edu/ and logging in with your MyFSU username and password, and then
click the SpearMart Icon under MyFSU Links:
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To submit a P-Card Holder or Proxy Application, scroll down on the page to find the list of Forms which are found to
the left of the catalog icons. For this example, a P-Card Holder Application needs to be submitted for a new
employee in the office. Therefore, the P-Card Holder Application is selected. The tasks outlined in this Job Aid are
the same for the Proxy Application, you would simply select that form to become a Proxy.

Select the “P-card Holder Application” Form by
clicking on the name of the form.

P-Cards Forms

P-Card Holder Application 4-///

Proxy Application
P-Card Holder Termination Request

Proxy Termination/Transfer Request

The form will open.
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Fill in all the required information. Any item with the title in bold means it is required. You cannot submit the form until
this is done.

Click to select if the form is for a new Cardholder or a name change for an existing one.

P-Card Holder Application

For detailed information on FSU's P-Card Program including important

contact inf i ion limits, prohibited purch and

moare visit the P-Card Manual Webpage for additional infermation.

GENERAL SECTION

Application Type * () New Application

() Cardhalder Name Change

Enter the Default Department ID and Fund to be used on the card.

Note: Typically C&G budgets cannot be used as the defaults and special authorization from the Sponsored Research
Specialist must be obtained prior to allowing this. You must also provide an E&G or auxiliary budget as a backup if a C&G
budget is desired.

Enter the applicant's name, birth date, employee ID number, OMNI User Name, Department, Business Address, City,
State, Zip and Mail Code, Telephone (must be the FSU phone number) and FSU email address in the appropriate fields.

Note: Yahoo, Google, AOL or other non-FSU email addresses are not acceptable.

Form * P-Card Holder Application ™
{Entine budges £ are requieed)

EAQ/AciargVending Defask Degt s
ID/Fund: T

[if sing &R must provide default state budget sbove!)

€ &G Defauft Dept ID/FundProject

you wi Swrcharsing Card (Frst and

Dae af Birsh * 12/0141987 B

Empicyss 10 Humber *

OMNS User Name *

Deparimen: *

Business Addrecs * 282 CHAMPIONS WAY, STE A1400

City, Stzte, Zip*hail cade * ALLAMASSEE FL 323062370

Telephane *

E-Mail Addrezs * SALLYEFSUEDY

Canflaldes - & person desigrated by an agency to be given  Purchesing Card to make purchases within preset limits, on befhaf of the agency. In order to abezin o
cammotity Purchesing card, your department must have at Iease twa (2) individuals designated and trained to be proxies for the cardhalder. Pleass providethe
rames of the proxies in the blark beioe:
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Once completed, review the certification statement for the Cardholder. By submitting this form, you are agreeing to the
statement listed. When the approvers approve their step of this form process, they are agreeing to the statement that
pertains to them as well.

Cardhlder

By submitting thix form, | 2x the P-Cand Holder, understand how o scoesx the Aorida State University Porchacing Cand User's Mol and
understand my responsibilities. | alvo enderctand thot failere to follow the rules and reguirements may resalt in ez of Purchesing Cand Privileges.

DeanDepartment Head

By approving the candiolder profile above, | am in agreersent that this candbolder hex chown a hisiory of trestworthinexs and will fully comply with
all the Parchasing Cand Program termes and conditions of the Aonida Stabe University and Bank of Amenica | will monitor changes along with the
Budget Accosnt Mansger to insare compliance with all nules and requiremest

Badget Acoount Manages

By Approving thix form, | alvo acnowiedge that The Florida State University VISA Porchaing Cand i seoed im the individealls mome 2 listesd abone.
and the Purchacing cand wiilizes snencumberes] money. | am in agresment that this candholder ke shown 2 history of trestworthinesx and will fully

comply with all the Purchesing Card Program torms and conditions of the Plorida State University and Bank of Amoica. | will monitor charges along
with the Sepervicor amd Dean or Department Head to insere compliance: with all nules and requirement.

Scroll to the top of the form and ensure that "Add and Go To Cart."

N Close Add And Go To Cart .

~

Your application will be placed in a shopping cart.

Shopping Cart - 166104789 \—3\-» Assign Cart

Simple Advanced

Details 22

Once back in the shopping cart, there are two choices. You can either assign the cart to your requester or proceed to
checkout.

For more information on assigning or submitting carts, see the job aids titled, “Assigning Your Shopping Cart” or
“Completing a Requisition”.

Below is a picture of the Proxy Application. The Instructions are the same as for the Cardholder Application. Fill in
the required items and submit or assign the cart for approval.
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Form * Proxy Application Telephane *
EMail Ackdress *
Proxy Application
Far detaibed informatian on FSU's P-Card Program including impartart cantact infarmation, guidelines, Pramy is 2 person wha is responsile far coding the information on the charges the Cardhcider makes using hisher purchasing card Srovies must have sccess i
trensactian limits, pratibited purcheses end mare visit the Card Wanue! Vicbpos far addtional ‘the CMNI systern. The Froiy s required to snsure charo withinthe four 4} o ied. & second Froxy gratedita perfomm thess duties
irdorratian i the case of skence of the primany Proy. B you ar the Primary Prox, provide the eme of yeor Sackop. Hyos ar desgrated o 2 Backep Prom
PROCUREMENT o of ¥ dmg g
SERVICES
O Proey
(71 Bodkup Proxy
Hame
ey
GENERAL SECTION L]
New Apglicatian
Application Type * O ewipe Y
() Mame Charge 1000 charactars remalning wapans | cear
() Dept/Fund Changs
(Etire budget £ are repied)

Decfault Degt 1D & Furd (288}

(iF using G4 budget, must provide = state/SRAD budget a3 secondery backup e

© &G Default Depe 1D & Fund:

Employes I Hurmber *

NN Usar bame *

Department *

Susiness Addrecs *

iy, Gtate, Zipahtail cade ¥

When submitting, assigning, or approving, the individuals are certifying to the below statements on the Proxy Application form:

ProyBackl lp Prooxy

By subwmitting thix form, | am in sgreement thoet | will fully comply with all e Purchosing Card Program termes: and comditions: of the Florda Stre
University and Bank of America

Doz Departrment Head
By approving this form, | am in agreement that tie Proxy desiguated abowe s resporsible to legd revies amd reconcile all departmentall corges

procured with the Florids State University VISA Parchasing Cand. This individual i zware of acceptable parchese: within the Anthorizesd Budget{z),
and will fully comply with 2l the Purchersing Cand Program termes and conditions of the: Florida State University 2 the Bank of America

Bodget Aroout bsnowger

By Approwing this form, | acknowiedge that Florida State University WViSA Purchasing Card bas been iswed to imdividual() within this department,
and the Punchasing card wiflizre onencumberes] money.
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