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Top 10 Shared 
Service Q and A

      



 

What is the P-Card Purchasing Shared Service? 

#1 Shared Service Q and A 

The P-Card Shared Service allows faculty and staff 
without access to a P-Card to request purchases of 
approved goods and services.

Requests are processed by a centralized P-Card team 
that completes purchases on behalf of departments.

The service operates Monday through Friday from 
8:00 a.m. to 5:00 p.m. Requests submitted during 
business hours will receive a response within two 
business hours. Requests requiring same-day processing 
must be submitted by 3:00 p.m.



 

How do I use the P-Card Purchasing Shared 
Service?

#2 Shared Service Q and A 

To submit a request: 

1.  Complete the P-Card Purchasing Shared 
Service Form. 

2.  Email your request to pcardpurch@sc.edu.

3.  Participate in a Microsoft Teams call with the 
Shared Service team to complete the purchase.

Expense reports, receipt uploads, and monthly 
reconciliation are handled by the Shared Service team.

https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf
mailto:pcardpurch@sc.edu


P-Card Purchasing 
Shared Service Form

https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf


 

We have one P-Card for our department of our 
original nine. Are we able to use the Shared Service 
team when needed?

#3 Shared Service Q and A 

Yes, the new shared service option is available to all 
departments.

Use of existing cards should remain the primary method 
of payment to make purchases on behalf of 
departments.



 

Who are my approvers and how are approvals 
determined?

#4 Shared Service Q and A 

Department approval must follow the workflow approver 
for the department listed on the request form, consistent 
with Requisitions, Payment Requests, and Expense 
Reports. 

Use the Department Approval Query Quick Reference 
to access the SC_SECURITY_DEPT_APPROVER 
query in PeopleSoft Finance to find departmental 
approvals by Chartfield.

chrome-extension://efaidnbmnnnibphttps:/sc.edu/about/offices_and_divisions/controller/documents/department_approvers_query_quick_reference.pdf


Department Approvals Query
Use the navigation: Main Menu > Reporting Tools > Query > Query Viewer
 
Search by entering the Department in the Department field. 

Click the View Results button to populate the query. 



 

How do purchases work with local or “mom and pop” 
businesses?

#5 Shared Service Q and A 

A department P-Cardholder can make point-of-sale 
purchases. 

If the vendor invoices the University, they can be set up 
as a supplier and paid through the AP Payment Request 
process.

If the above options are not viable, seek personal 
reimbursement. 



 

How are Amazon purchases handled with the 
Shared Service? 

#6 Shared Service Q and A 

For Amazon purchases, a justification memo is 
required that explains that the purchase is either:

• Not on state contract
• Cannot be purchased locally

Please include the memo as an attachment to the 
email with the request form. 

The Shared Service team has access to an Amazon 
Business account and will use it to make purchases. 

https://procurement.sc.gov/contracts/search


 

How are Staples Advantage purchases handled in 
the Shared Service?

#7 Shared Service Q and A 

Purchases are made using a USC Staples Advantage account. 

Build your cart using your Staples Business account, print cart as 
a PDF, and attach it to the email with the request form. 

The Shared Service team has access to a Staples account and 
will use it to make purchases. The Staples account access is 
open to all University staff. Use the link provided on the 
Purchasing Department website. 

Please ensure you are also utilizing the Herald Office Supply 
state contract for office supply needs. 

https://register.staplesadvantage.com/doRegister?RegFormId=yyoAbg
https://procurement.sc.gov/contracts/search?d=21662-9919-0-0


 

How are batteries purchased?

#8 Shared Service Q and A

Certain items (including batteries) should be requested 
through Central Supplies via Facilities Stores Operations 
Warehouse rather than purchased on the P-card.

There is a cost benefit to using the Facilities Stores 
Operations Warehouse.  

Items are readily available for pickup. 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuscready.assetworks.cloud%2Fready%2F&data=05%7C02%7CPCARDPURCH%40sc.edu%7Cd5a6e447d9f44a8ebc6c08de59eebf60%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C639047079099051439%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=LJcZS3%2BFXJCDkj7U5Fng%2FkJJe0opbpHewxsDgy2Z1%2Fk%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuscready.assetworks.cloud%2Fready%2F&data=05%7C02%7CPCARDPURCH%40sc.edu%7Cd5a6e447d9f44a8ebc6c08de59eebf60%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C639047079099051439%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=LJcZS3%2BFXJCDkj7U5Fng%2FkJJe0opbpHewxsDgy2Z1%2Fk%3D&reserved=0


 

Can we use the service for monthly subscriptions? 

#9 Shared Service Q and A 

Per the P-Card manual, recurring (automatic payments) 
monthly subscriptions are prohibited.

These purchases may be made through a supplier that will 
invoice the University directly or by personal expense 
reimbursement.

Per BUSA 7.06, professional membership fees or dues 
(professional subscriptions or advertising) require written 
justification from their Dean with authorization to utilize the 
subscriptions. 

https://www.sc.edu/policies/ppm/busa706.pdf


 

How are sales or use tax handled with the shared 
service?

#10 Shared Service Q and A 

The request form provides a place to designate if sales 
tax is included by the merchant. 

The Shared Service team will review all purchases for use 
tax applicability.

When required, use tax will be applied via the shared 
service team expense report.



Questions



Resources & 
Contacts

  



Card Program Resources
• Card Programs Webpage
• P-Card Purchasing Shared Service 
• P-Card Purchasing Shared Service Job Aid 
• P-Card Purchasing Matrix 
• Department Approvers Query Quick Reference 
• Purchasing P-Card Webpage

https://sc.edu/about/offices_and_divisions/controller/general_accounting/card_programs/index.php
https://sc.edu/about/offices_and_divisions/controller/general_accounting/card_programs/index.php
https://sc.edu/about/offices_and_divisions/controller/documents/p-card_purchasing_shared_service_form.pdf
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https://sc.edu/about/offices_and_divisions/controller/documents/pcard_shared_service_job_aid.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/pcard_shared_service_job_aid.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/pcard_shared_service_job_aid.pdf
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https://sc.edu/about/offices_and_divisions/controller/documents/pcard_purchasing_matrix.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/pcard_purchasing_matrix.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/pcard_purchasing_matrix.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/department_approvers_query_quick_reference.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/department_approvers_query_quick_reference.pdf
https://www.sc.edu/about/offices_and_divisions/purchasing/purchasing_card/policies_procedures/index.php
https://www.sc.edu/about/offices_and_divisions/purchasing/purchasing_card/policies_procedures/index.php
https://www.sc.edu/about/offices_and_divisions/purchasing/purchasing_card/policies_procedures/index.php
https://www.sc.edu/about/offices_and_divisions/purchasing/purchasing_card/policies_procedures/index.php


Where to Find 
the Resources
For more resources, 

visit the Cards 
Program page found 

in the General 
Accounting section.

https://sc.edu/about/offices_and_divisions/controller/general_accounting/card_programs/index.php
https://sc.edu/about/offices_and_divisions/controller/general_accounting/card_programs/index.php


Where to Find the 
Resources 

For Accounts Payable 
training resources, visit 
our Business Manager 

page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Controller’s Office Contact List
General Accounting (JEs, JVs, Apex, GL issues/Questions) Email Address

General Email Address genacctg@mailbox.sc.edu

Cash Advance Settlement cashadvc@mailbox.sc.edu

Payroll Retro Journal Entries retroje@mailbox.sc.edu

Chartfield Maintenance cfmaint@mailbox.sc.edu

Moving & Relocation Mailbox moving@mailbox.sc.edu

PeopleSoft Finance Security Requests pssecure@mailbox.sc.edu

Accounts Payable Email Address

General Email Address ap@mailbox.sc.edu

AP Uploads apupload@mailbox.sc.edu

Supplier Maintenance apsupplr@mailbox.sc.edu

Travel Office Email Address

General Email Address teoffice@mailbox.sc.edu

Student/Non-employee Travel Authorizations and Travel Reimbursement Vouchers tesubmit@mailbox.sc.edu

mailto:genacctg@mailbox.sc.edu
mailto:cashadvc@mailbox.sc.edu
mailto:retroje@mailbox.sc.edu
mailto:cfmaint@mailbox.sc.edu
mailto:moving@mailbox.sc.edu
mailto:pssecure@mailbox.sc.edu
mailto:ap@mailbox.sc.edu
mailto:apupload@mailbox.sc.edu
mailto:apsupplr@mailbox.sc.edu
mailto:teoffice@mailbox.sc.edu
mailto:tesubmit@mailbox.sc.edu


Controller’s Office Contact List 
Capital Assets Email Address

Physical Inventory physinv@mailbox.sc.edu

Capital Leases lease@sc.edu 

Cash Management and Treasury Email Address

General Treasury Email Address treasury@mailbox.sc.edu

Program Expense Card cards@mailbox.sc.edu

Team Card teamcard@mailbox.sc.edu

Travel Card travelcard@sc.edu 

P-Card Purchasing Shared Service pcardpurch@sc.edu

Compliance and Tax Email Address

General Compliance Email Address controllercompliance@sc.edu 

General Tax Email Address tax@mailbox.sc.edu

Research/Development Sales/Use Tax Exemptions rdequip@mailbox.sc.edu

Time and Effort Reporting timeandeffort@sc.edu

mailto:physinv@mailbox.sc.edu
mailto:lease@sc.edu
mailto:treasury@mailbox.sc.edu
mailto:cards@mailbox.sc.edu
mailto:teamcard@mailbox.sc.edu
mailto:travelcard@sc.edu
mailto:pcardpurch@sc.edu
mailto:controllercompliance@sc.edu
mailto:tax@mailbox.sc.edu
mailto:rdequip@mailbox.sc.edu
mailto:timeandeffort@sc.edu


Controller’s Office Contact List  
Grants and Funds Management Email Address

Sponsored Award Specific Questions Contact your Post Award Accountant (PAA)

Payroll Email Address

General Email Account payroll@mailbox.sc.edu

mailto:payroll@mailbox.sc.edu


THANK YOU!
 

Office of the Controller

Address:
1600 Hampton Street
Columbia, SC 29208

Alone, we can do so little; together, 
we can do so much.

Contact Number:
Phone: 803-777-2602
Fax: 803-777-9586

Email Address:
controller@sc.edu
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