O 1ENNESsEE New Card Request

Request a New Card

Go to Expense from your home page and click on Authorizations.
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From there you can click on Request Authorization and enter a purpose into the purpose field (e.g New Travel Card)
Enter your official station as the expense location and the start and end dates can be the current date.
Click on the plus icon to add your K@TE training certificate for your card request.
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* End Date | 8/12/2024
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Attachments None == ?

Then under Estimated Expenses, click the plus icon to create the request.
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On the next screen, choose the Travel/Procurement Card Request template.

* Template | Qut-of-State Travel UTS ~ |

" Type | Cash Advance Clearing UTS
In-State Travel UTS
= amount | International Travel UTS
Other Non-Travel Expenses UTS
Out-of-Stale Travel UTS
Attachments | procrement Card Reconciliation UTS

TravelProcurement Card Request UTS

Then choose the appropriate card type and enter zero as the amount.
|

For new card requests, please attach training certificate.
Card request will not be approved without it. For Card
limit increase requests, please enter last 4 digits of your
card. Also, if requesting a limit increase of greater than
$50,000, please enter that amount here, as well

- . Increases over $50,000 are in $25,000 increments.
Template | Travel/Procurement Card ReC  piegse note whether increase is temporary or
permanent. If temporary, please list siart and end dates.

* Amount |Increase to 510,000
Increase to $15,000
Attachments | Increase fo 520,000
Increase to $25,000
Increase fo $35,000
Increase to §50,000
Increase to 550,000+
New Group Travel Card
Mew Procurement Card
New Travel Card

In the description box, add your personnel number, complete official office address, phone number, and official work
email address
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* Template

TraveliProcurement Card Request UTS ‘

* Type ‘ New Procurement Card v |

* Amount ‘ USD -+ | u.un‘

Description Kendra Patterson

123456 (Personnel Number)

505 Summer Place UT Tower 1007
Knoxville TN 37909

kpatt2 1@tennessee edu

Click Save and Close. On the next screen, click Submit.
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