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December PCard 
Allocation 

 
The December PCard reallocation 
period has always been shorter 
than most other months, due to the 
holiday schedule and because more 
employees take vacation time near 
the end of the year. It is not 
unusual to have to complete more 
journal entries for the December 
billing cycles to move PCard 
expenses once employees return to 
campus after holiday breaks.  

The reallocation and approval 
period for December 2018 could 
be problematic as the deadline is 
December 31st. UNC will be 
closed at the end of December, 
except for the 27th and 28th.  

Here are some tips to help manage 
the short reallocation and approval 
periods: 

• If you have not done so already, 
work with your chair or director 
to transition your department to 
PCard receipt imaging so that 
cardholders can begin imaging/ 
uploading their receipts to their 
PCard accounts in Wells Fargo. 
Having receipts available in the 
system may help you reallocate 
transactions sooner. 

• Encourage your department’s 
cardholders to get their receipts 
uploaded to their PCard 
accounts promptly after making 
transactions. 

• Login to the Wells Fargo 
system regularly during the 
PCard billing cycle to 
reallocate as many transactions 
as possible before the end of 
the billing cycle. 

Use the “Cycle-to-Date” option 
under the “Manage Statements” 
menu in Wells Fargo to access 
the most recent cardholder 
transactions. 

• Be aware that Wells Fargo’s 
reallocation system can be 
accessed from any location that 
has internet access. 
Cardholders, reallocators and 
approvers who may be working 
from home during any portion 
of a billing cycle or 
reallocation/approval period 
will be able to access 
statements, upload images, 
reallocate or approve 
statements in Wells Fargo 
without having to be on 
campus.  

• While having PCard statements 
approved online is ideal, when 
extenuating circumstances 
prevent approval deadlines 
from being met, approval 
emails/memos can be printed 
to PDF files and uploaded to 
cardholder statements after the 
approval deadline on the 30th 

of each month has passed. 
• While journal entries are more 

labor-intensive than 
reallocating PCard 
transactions online in Wells 
Fargo, they are an acceptable 
method of moving expenses to 
the correct FOAPAs. This 
being the case, please do not 
succumb to undue stress if you 
are not able to get all PCard 
transactions reallocated in 
Wells Fargo; it is NOT 
catastrophic if journal entries 
need to be completed to move 
PCard expenses.  

Maintaining your 
Organization’s Approval 

Queues 
 
Approval Queues are created to 
allow individuals to have signature 
authority for specific fund and org 
combinations. Signature authority 
allows individuals to approve 
EIO’s and any sort of expenditure 
up to the dollar threshold granted 
by the dean or director of your 
organization. If you are unsure 
who has signature authority for a 
specific fund and org combination, 
please run the Insight report titled, 
“FIN047 Approvers by Fund 
Orgn”. To add or remove 
someone, please fill out an 
Approval Queue Authorization 
Form (Single Queue) located on 
General Accounting’s website: 
 
https://www.unco.edu/general-
accounting/forms/. 
 

Save the Date! 
 
Finance and Administration Training: 
For New Employees, or Employees who would like 
a refresher. 
- What You Need to Know About Finance & 

Administration (3-part series) 
 Overview on February 13, 2019 
 In Depth on February 20, 2019 
 In Depth on February 27, 2019 
 
 Overview on May 2, 2019 
 In Depth on May 8, 2019 
 In Depth on May 15, 2019 
 
 Overview on August 1, 2019 
 In Depth on August 6, 2019 
 In Depth on August 7, 2019 

 
 Overview on November 5, 2019 
 In Depth on November 12, 2019 
 In Depth on November 14, 2019 

 
Spring Carnival: 
- March 7, 2019 

https://www.unco.edu/general-accounting/forms/
https://www.unco.edu/general-accounting/forms/
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This form can also be submitted to 
change the dollar threshold for 
current authorized individuals. 
 
Has somebody left your 
department that had signature 
authority? If you are unsure, please 
visit Insight and run the report 
titled, “FIN048 Approvers by 
Name”. Removing signature 
authority for individuals who are 
no longer with the University is a 
serious safety precaution. To 
remove individuals from a large 
amount of approval queues, please 
fill out a Mass Approval Queue 
Form (Request of multiple existing 
queues) located on the General 
Accounting website:  
https://www.unco.edu/general-
accounting/forms/. 
 
This form also allows you to 
simultaneously add individuals to a 
variety of approval queues. If you 
have questions or would like to 
submit an approval queue form, 
please e-mail: 
Brandon.garza@unco.edu.  
 

Update on the 
Transition to US Bank 

Treasury Management 
and Merchant Services 

 
As noted in the September 2018 
edition of Bears Bottom Line, 
UNC is transitioning our Treasury 
Management and Merchant 
Services portfolios to US Bank.  
UNC PCards and the on-campus 
bank will remain with Wells 
Fargo and will not be impacted by 
this transition.  
 
The transition to US Bank will 
occur on February 1, 2019.  For 
most of you, this will have no 

impact on your day-to-day 
operations.  For those that 
currently process credit card 
transactions, however, you will be 
impacted by this change as the 
transition requires the use of new 
credit card terminals.  To help 
facilitate this transition, the 
Cashier’s Office will offer several 
one-hour training sessions in late 
January so you can learn about the 
new settlement process and pick 
up your new terminal(s).   Those 
offices that have credit card 
terminals will be contacted directly 
to set up the training.   
 
If you have any questions about 
the transition, please feel free to 
contact Cristal Swain at 970-351-
2472 or Cristal.Swain@unco.edu 
 

New 3D Printer 
Requirements 

 
A new 3D Printer Procedure has 
been established on campus to 
provide minimum requirements 
necessary to allow for the safe use 
of 3D printers.  The procedure can 
be found on the Environmental 
Health and Safety website. 
 

If a department is planning to 
purchase a 3D printer, please 
contact the EHS department, 
before purchasing the printer, to 
review the plans and process for 
the 3D printer.  If you already have 
a 3D printer and have not reviewed 
the printer with EHS, please 
contact them at (970) 351-1963 to 
evaluate the current process. 

 
Dining Operations 

 
Select Retail Dining locations will 
be open during part of the Winter 
Break. 
 
December 10 – December 14: 
Munchy Mart – 8am – 4pm 
Subway – 10:30am – 3pm 
 
December 15 – December 31: 
ALL Retail Dining Locations 
CLOSED 
 
January 1 – January 4 
Munchy Mart – 8am - 4pm 
Subway – 10:30am – 3pm 
 
Normal hours resume at all 
locations Sunday, January 6. 

FAQ’s! 
1) I was on vacation ad forgot to allocate Pcard charges prior to leaving.  What do I do ? 
 
While assigning expenses in Wells Fargo is the easiest way to allocate your PCard charges there is a way 
to allocate them after the fact. A journal entry is required to get the expenses to the correct account. 
 
2) How do I process a journal entry for this? 
 
Step 1: determine what FOAP the expenses lives in currently (usually account 72230) For this example 
we will use 10000-90000-72230-4101 
Step 2: determine what FOAP the expense needs to be moved to. For this example we will use 10000-
90000-72210-4101 
Step 3: create a journal entry (form can be found at: http://www.unco.edu/financial-services) 
 Debit = 10000-90000-72210-4101 
 Credit  = 10000-90000-72230-4101 
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