
  Update Purchasing Card Authorization
(UPCA)

The Update Purchasing Card Authorization (UPCA) on-line documentation is divided into 
the following sections:

●     Purpose:

❍     Suspended UPCA action
❍     Cancel UPCA action
❍     Update UPCA action
❍     

Policies
■     BS14 (formerly PC09A)
■     PC2009

●     Use of UPCA Form:

❍     Accessing UPCA — IBIS Main Screen
❍     UPCA Screen 1 of  2
❍     UPCA Screen 2 of  2

Purpose

The purpose of the Update Purchasing Card Authorization (UPCA) form is to update 
information for a current card. There are three actions which can be taken with this form. 

●     The card can be suspended, which sets the card holder purchase limits to -0-. This 
should be used if the card holder is going on leave of any kind (sabbatical, personal, 
sick). It does not cancel the card, but suspends its use. To reactivate the card, a new 
UPCA would be entered and the card holder purchase limits would be reset to the 
approved limits. 

●     The card can be canceled. This will permanently cancel the card. This should be used if 
the card holder is leaving the University or is moving to a new position in another 
administrative area. Purchasing cards cannot be transferred between two areas; the 
former area needs to cancel the card through the UPCA and the new area needs to submit 



an APCA (Add Purchasing Card Authorization) to issue a new card. Cards can also be 
canceled for misuse or if it is no longer needed by the individual for purchasing. If the 
card is canceled, the plastic purchasing card needs to be returned by the card holder, cut 
in half and forwarded to the Purchasing Card Coordinator (PCC), who will then forward 
it to the bank. 

●     The card information can be updated. The following information can be updated: 

❍     Card Holder Name — if the name is changed, a new card will be issued. 

❍     Office Address — this should be updated if the card holder changes offices. 
Updating the IBIS database through the UADR transaction will NOT update the 
address information for the Purchasing Card. UPCA needs to be used to update 
addresses for purchasing card holders. 

❍     Default Account — if another account should be used for the default account, 
the change can be made in this form. However, you may not update the default 
account to a budget in another administrative area. 

❍     Card Holder Purchase Limits — if the limits set for the purchasing card need to 
be updated, UPCA should be used. Limits can be raised or lowered, but cannot 
exceed the maximum limits set for the card by the University: 

■     Transaction Limit: $1,000 
■     Daily Limit: $2,500 
■     Cycle Limit (30 days): $5,000 

❍     Department Information — if the department name, phone number or contact 
has changed, UPCA should be used to update that information in the database. 
This information is used by the Purchasing Card Coordinator if there are inquiries 
regarding the purchasing cards issued.  

●     Policy BS14 — Penn State Purchasing Card

●     Procedure PC2009 — Penn State Purchasing Card

Accessing UPCA — IBIS Main Screen

http://guru.psu.edu/POLICIES/PSU/Bs14.html
http://guru.psu.edu/proc/PC2009.pdf


●     Select CCOM from the Net-Pass Activity Table to go into the production environment.

●     Select IBIS Admin Menus at the Com-Pass screen. 

1.  At Next Function, type FACE.

Press Enter.

UPCA Screen Sample — Page 1 of 2

The standard IBIS fields are:

●     Form Action
●     Document Number
●     Unit
●     Confidential and Status
●     Next Approver



1.  System Generated — Date the form is added to the system. 

2.  Card Number — Enter card number for purchasing card which is being updated. Then 
press enter. Social Security number, name, office address, current default account, card 
purchase limits, and (on page 2) department information will be displayed. 

3.  Social Security Number — From IBIS database based on card number; protected field. 

4.  Name — From IBIS database based on social security number, protected field.

5.  Current Card Status — Lists the current status of the card: Active, Suspended, 
Canceled. Protected field, for information only. Certain actions cannot be taken 
depending on the status of the card. 

6.  Suspend — X this field if you want to suspend the card. This should be done if the card 
holder will be on leave for any length of time: sabbatical, sick, personal. This action 
does not cancel the card, just disallows transactions. Card limits must be set to -0- when 
this action is selected. 

7.  Last Update Action — Last action taken on this card. If the card was canceled through 
the PNC 800 number, this action will be noted. In this case, the UPCA should be 
completed to cancel the card and provide a reason code for the cancellation. 



8.  Cancel — X this field if the card should be permanently canceled. This should be used 
when the card holder is leaving the University, or leaving the department for another 
area. It will also be used if the card holder misuses the purchasing card. If used, a 
message will appear - "Are you sure you want to cancel?" A message will be given to 
the final approver to "Cut card in half and return to Purchasing Card Coordinator". 

9.  Reason for Cancellation — A code set will be available to select the reason for 
cancellation. Put the cursor on the line and press PF1 to view the valid codes. (Lost, 
Misuse, Transfer, Termination, Not Needed, Other, Stolen). 

10.  Update — X this field if you are updating information for the card holder such as name, 
office address, default account, card holder purchase limits or department information. 

11.  Card Holder Name — from IBIS database based on card number. This can be changed 
if the card holder's name has changed (i.e. for change in marital status). If the name is 
changed, the bank will issue a new card printed with the updated name. 

12.  Office Address — This can be updated if the card holder's mailing address has changed. 
Remember, this must be a valid US Postal Service address, because this is used by PNC 
Bank to mail the card holder a monthly statement. Changes to the office address in 
UPCA will not effect the database used for office address in IBIS (Human Resource 
System). 

13.  E-mail ID — This should be updated if it has changed. It is used by the PCC for 
messages and for the Purchasing Card List-Serve. 

14.  Current Default Account # — This is the default account currently in the database for 
the card. 

15.  Change to Default Account — This allows for an update of the default account. The 
new default account MUST be in the same administrative area as current budget. If the 
account is updated, the new account information will determine the mnemonic for 
routing the UPCA form for approval. If not, the form will route on the current account's 
mnemonic. 

16.  Admin Area — The system will enter administrative area for the updated default 
account when the form is edited prior to being added. 

17.  Reporting Level — This will be updated by the Financial Officer, if necessary. In most 
cases, a change in default account will NOT result in a new reporting level. PNC Bank 
uses the reporting level to determine now the card's transaction should be reported; 



monthly reports will be sent for University and administrative area use. 

18.  Current Card Limits From IBIS Database — These are the limits that are currently in 
place for this card holder. 

19.  Changes to Card Limits — Cannot exceed maximums ($1,000 for individual 
transactions, $2,500 for daily limit, and $5,000 for cycle limit). Enter the new card limits 
in the "Change to" fields to update the limits for the card holder.

UPCA Screen Sample — Page 2 of 2

 Notepad

●     This is the standard IBIS Notepad. It should be used to include additional information 
for approvers or the Purchasing Card Coordinator. Information in the notepad is NOT 
stored in the IBIS database.

1.  Department Issuer — From the IBIS database, this will list the department which 
issued the card. If the department needs to be updated, this can be changed. However, if 
the individual is moving to a new department outside of the administrative area, the card 



should be canceled and a new one reissued by the new department. 

2.  Department Contact Phone Number — From the IBIS database, this lists the 
department contact phone number. This number will be used by the Purchasing Card 
Coordinator if there are questions regarding the UPCA form or the card itself. 

3.  Department Contact — From the IBIS database based on card number, this is the name 
of the person to be contacted in the department for inquiries about the card or card 
holder.
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