
	

PCard	Processing	of	Items	over	$1,999	

Inventory	Control	Review	of	Purchases	Exceeding	$1,999	(asset	tagging):		
Boise	State	Inventory	Control	will	review	and	contact	Engr.	cardholders/approvers	for	copies	of	receipts	or	
additional	detail	as	needed.	
	
To	simplify	expense	review,	please	upload	your	itemized	receipts	to	Works	for	transactions	exceeding	
$1,999.		Please	include	your	approval	to	purchase	form	along	with	your	receipt	(in-house	Engr.	requisition	
form.)		This	will	allow	quick	review	by	Inventory	Control	and	it	will	also	provide	improved	visibility	for	your	
department	PCard	approvers	and	accountants.	
	
It's	easy	to	upload	receipts.	Please	view	the	attached	Works	quick	guide.		If	you	need	assistance,	please	feel	
free	to	contact	Anna	Pollworth.	

Expense	Coding	for	Purchases	Exceeding	$1,999:	
If	purchase	exceeds		$1,999	for	multiple	small	dollar	supply	items,		identify	it	in	Works	as	a	multiple	supply	
purchase	and	use	expense	code	that	does	not	end	in	“25”	(Example:	Multiple	supply	items	use	574100	lab	
supplies.)	
	
If	purchase	exceeds	$1,999	for	a	single	unit	item,	identify	the	item	purchased	in	Works	and	use	an	expense	
code	ending	in	“25”	(Example:	Single	item	lab	supply	with	unit	cost	over	$1,999,	use	574125).		The	expense	
codes	below	have	been	added	to	your	Works	profile:	
	
541025	Office	Supp/Equip	with	unit	cost	$2000	-	$4999	
542025	Office	Furniture	with	unit	cost	-	$2000	-	$4999	
558025	Computer	Equipment	with	unit	cost	$2000	-	$4999	
571025	Minor	Tools	with	unit	cost	$2000	-	$4999	
572025	Educational	Equipment	with	unit	cost	$2000	-	$4999	
573525	Photographic	&	Video	Equipment	with	unit	cost	$2000	-	$4999	
574025	Recreational	Equipment	with	unit	cost	$2000	-	$4999	
574125	Medical	&	Laboratory	Equipment	with	unit	cost	$2000	-	$4999	
574925	Other	Equipment	with	unit	cost	$2000	-	$4999	
	
	








