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Overview 

• The P-Card Guide is created to assist cardholders. 

• The P-Card Program is designed to: 

– Streamline the traditional procurement process for select categories of purchases. 

– Expedite payments to vendors  for these types of purchases. 

• P-Cards are useful for small emergency purchases, admissions to venues (e.g. 

museums, conferences, college applications, etc.), postage and other smaller 

purchases where a purchase order (PO) is impractical. 

• All DOE procurement rules and regulations apply to purchases made with a P-Card: 

http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-

7A17945356DA/0/RevisionToOTPS.pdf  

     
3 

http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf


Cardholders’ Responsibilities 

     
4 



Cardholders’ Responsibilities 

Terms of Use 

• P-Cards are the property of the DOE; they are for official business purposes 

only. 

• P-Cards should be kept in a secure place when not in use. 

• Purchases made with a P-Card must be in compliance with the DOE’s procurement 

policies as defined in the OTPS (Other Than Personnel Services) chapter of  DFO’s 

SOP (Standard Operating Procedures). 

• All cardholders must certify their transactions on a monthly basis in the FAMIS P-

Card Expense Reporting Tool. 

• P-Card statements should be kept in chronological order with corresponding 

receipts.  

• Call the Citibank service line at (800) 248-4553 if the card is lost or stolen. 
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P-Card Enrollment 
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P-Card Enrollment 

• Only eligible employees may apply for a P-Card online using the FAMIS Portal.  

• The following is a list of DOE titles that are NOT eligible to apply for a P-Card: 

Annual Education Paraprofessional Co-op Typist 

Bookkeeper Full-time School Guard 

Clerical Associate Principal, F-Status 

Community Assistant Procurement Analyst 

Community Associate School Secretary 

Community Coordinator School Secretary, F-Status 

Education Officer (DOE) Supervising Computer Service Tech 

Full-time School Aide Teacher, F-Status 
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P-Card Enrollment 

FAMIS Portal Log In 

• Enter your FAMIS ID – the same FAMIS ID that you use to log into the DOE 

financial network. 

• Enter your Password – your password may be different from the password that you 

use to log into the DOE network. 

• Click Sign-In. 
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• Select Procurement Card from the Purchasing/Payments menu. 

 

 

P-Card Enrollment 
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P-Card Enrollment 

• Select Procurement Card – Enrollment Application link. 
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Applicant Information 

• Enter your 7 digit Employee Reference Number (the same as your employee ID 

number) which can be found on your pay stub, click Retrieve.  

• Or click binoculars     , if you don’t know your ID number. 

P-Card Enrollment 

     
11 



Applicant Information 

If you click on the binoculars, a pop-up screen will appear. 

• Enter your first name and last name.  

• Click Search. 

 

P-Card Enrollment 
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Applicant Information 

Your name will automatically appear in the name field. 

• Enter required information into the other fields. 

• Click Next. 

 

P-Card Enrollment 
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P-Card Enrollment 

Accounting Information 

A pop up screen will appear for you to enter accounting information. 

• Enter accounting Codes and Balance. 

Note: You cannot mix Tax Levy and Reimbursable funds on the same P-Card. 

• Click Add Accounting Line. 
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P-Card Enrollment 

Accounting Information 

A new pop up screen will appear for you to enter accounting information for additional 

lines. 

• Enter accounting Codes and Balance for as many lines as necessary and click Add 

Accounting Line. 

• Click Close when all necessary lines have been added. 
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P-Card Enrollment 

Accounting Information 

• Click Next. 
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Final Review  

• Review all information; click Edit if necessary. 

• Click the check-off box to accept the application.  

• Click Submit. 

P-Card Enrollment 
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P-Card Enrollment 

P-Card Approvals 

• Principals require two levels of approval: the Field Support Center (FSC) and final 

Superintendent’s approval.  

• Eligible school-based staff require two levels of approval: school level approval and 

final approval by their FSC. 

• Central office employees require approval by the Executive Director, head of office, 

or designee. 

 

     
18 



P-Card Enrollment 

• Once the application is submitted, it goes through the approval process. 

o The various approvers are notified by email about the pending application.  

o The application must be approved by DOE personnel at the appropriate approval 

levels- depending on the applicant’s title and location. 

o The application will be approved in FAMIS. 

• Once approved, the application is routed to the bank for processing. 
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P-Card Enrollment 

P-Card Distribution  

• P-Cards received prior to Labor Day - DFO will notify new cardholders via email 

that their P-Cards have arrived with two options for distribution: 

o Pick up the P-Card in person or 

o Request that DFO send the P-Card by UPS to his/her work location. 

If a new cardholder fails to respond to the email, DFO will hold the P-Card until 

the start of the new school year. 

• P-Cards received after Labor Day: 

o DFO will send P-Cards by UPS directly to the employee’s work location. 
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P-Card Enrollment 

P-Card Activation  

 

Cardholders must call the toll free number on the P-Card to activate the card. 

(1-800-248-4553) 
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P-Card Adjustments 
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Adjustments 

• Select Procurement Card - Adjust P-Card link. 
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Adjustments  

• Enter WC #. 

Enter  WC # 
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Adjustments 

• Verify information. 

• Click Next. 
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Adjustments 

• Click Update to adjust existing line. 

• Click Add new account line to add new funding source.  
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If you are updating a line you have the option to: 

• Select Inc if you are increasing the line,  

• Select Dec if you are decreasing the line. 

• Click Update Accounting Line upon selection. 

 

 

 

Adjustments  
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P-Card Certification 
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P-Card Certification 

     

Introduction 

• The P-Card Certification Process is part of the accountability aspect of the P-

Card Program. 

• It is the responsibility of the cardholders to certify all their transactions on a 

monthly basis in the FAMIS P-Card Expense Reporting Tool. 

• The certification process is to ensure that all P-Card expenditures are properly 

classified and justified. 

• Upon completion of this process, your organization’s spending will be properly 

allocated.  

• This process will have no impact on your card’s total available balance. 
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P-Card Certification 

• Select Procurement Card – Expense Reporting link. 
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P-Card Certification 

P-Card Expense Reporting Log In 

• Enter your Username – It is the same User ID that you use to log into the DOE 

network or your ‘schools.nyc.gov’ email account. 

• Enter your Password – It is the same password that you use to log into the DOE 

network. 

• If you have difficulty logging in, contact the DIIT Help Desk for assistance at       

(718)935-5100. 
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P-Card Certification 

You can choose the P-Card that you are certifying from the dropdown menu. 

 

, John 
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Transaction Summary  

This page shows a summary of the number of total transactions per statement date 
broken down by certified, credited, disputed and uncertified: 

Credited transactions are credits from the bank that do not have to be certified. 

• Click Certify to open the certification screen for the month that you need to 
certify; or, 

• Click View if you want to see transactions from previous months. 

P-Card Certification 
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P-Card Certification 

Certification 

This page will show all transactions billed within the statement period, along with the 

line items of each transaction. 
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P-Card Certification 

Certification  

Each transaction requires separate certification. Follow the steps below to certify each 

transaction: 

• Select an Expense Type from the drop down menu. 

• Select an Object Code from the drop down menu. 
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P-Card Certification 

Certification 

• Enter a Justification for the purchase (e.g. flower seeds for school garden). 

• Click the check-off box to accept the certification statement. 

• Click Certify All Transactions to Submit. 

 Please note, all transaction must be certified before submission. 

 

 

 

 

     
36 



P-Card Certification 

Certification 

Note: 

• If a fraudulent* transaction appears, click Report Dispute and enter a reason for dispute in 
the Justification field.  

• You must also contact Citibank at 1(800)248-4553 to dispute the charge.  

 Note: All documents related to the dispute must be kept on file. 

• If an icon appears you can click to see the details of that purchase. 

 *The theft of the physical card or the compromise of data associated with the account.  
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P-Card Certification 

Certification Completed 

Upon completion of certification, a message will appear at the top of the screen indicating that 
“Transactions successfully certified.”  

You have the option to: 

• Select another P-Card from the Transaction Summary or 

• Log out of P-Card Expense Reporting. 
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Citibank Website 

 

 

 

Use this link to view and print Citibank statements and transactions. 

 

https://home.cards.citidirect.com/CommercialCard/Cards.html 
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Staples Overview 

• The purpose of this section is to provide cardholders with information on how to 

access Staples Advantage. 

• Staples Advantage is the website provided by Staples to the Department of Education 

to place orders for supplies. 

• The benefits to using Staples are contract pricing and tax-free purchases. 
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Staples 

• Select Get Staples ID for each new card.    
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Get Staples ID 

• Select Become A Customer. 

        

Staples 
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Staples 

Get Staples ID 

• Select I NEED A LOG IN. 
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Staples  

Get Staples ID  

• Complete all fields. 

Enter 1009541 in Customer 

Account # field and Mark Maciag 

in Sales Representative field. 

• Click Submit. 
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Staples  

• Select Login to Staples to log into Staples Advantage.   
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Logging into Staples 

• Click LOGIN.      

Staples  
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Logging into Staples 

• Fill in all fields and click LOGIN.      

Staples 
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School Specialty 
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School Specialty Overview 

• The purpose of this section is to provide cardholders with information on how to 

access School Specialty. 

• The School Specialty site allows all DOE employees to make tax-exempt purchases at 

the negotiated (contracted) prices.  
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School Specialty 

• Select Purchase from School Specialty for each new card.  
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School Specialty 

• Select Login or Register. 

        

School Specialty 
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School Specialty 

• To register, select Register under a School or Organization and click 

Continue. 

        

School Specialty 
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School Specialty  

• Fill in all fields and click Search. 

        

School Specialty 
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School Specialty  

• Select Login or Register. 

        

School Specialty 
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School Specialty 

• Select Login. 

        

School Specialty 
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FY17 Certification Calendar 
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FY17 Certification Calendar 
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P-CARD CERTIFICATION DATES - FY17 

Statement 1st Email 2nd Email 3rd Email 
Last Day to 

Certify 

August 2016 08/09/16 08/16/16 08/19/16 08/23/16 

September 2016 09/07/16 09/14/16 09/19/16 09/21/16 

October 2016 10/13/16 10/20/16 10/25/16 10/27/16 

November 2016 11/08/16 11/15/16 11/21/16 11/22/16 

December 2016 12/06/16 12/13/16 12/19/16 12/21/16 

January 2017 01/05/17 01/12/17 01/17/17 01/19/17 

February 2017 02/07/17 02/14/17 02/27/17 02/28/17 

March 2017 03/07/17 03/14/17 03/20/17 03/22/17 

April 2017 04/05/17 04/19/17 04/24/17 04/26/17 

May 2017 05/09/17 05/16/17 05/22/17 05/24/17 

June 2017 06/06/17 06/13/17 06/20/17 06/22/17 

July 2017 07/06/17 07/13/17 07/18/17 07/20/17 

Please note that these dates are subject to modification   

Certification emails will be generated for all cardholders who have activity within a statement month 

Statements include previous month's transactions i.e. August covers 7/4-8/3 transactions 



Valuable Resources 
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Valuable Resources 

• P-Card FAQ document: 
http://schools.nyc.gov/Offices/EnterpriseOperations/ChiefFinancialOfficer/DFO/PayableOperations/Procurement+
Card.htm 
 

• P-Card Placemat: 
http://schools.nyc.gov/NR/rdonlyres/E5EAB0F8-F1C6-4813-ACDA-1F1B5087A942/184256/PCardPlacemat.pdf  
 

• OTPS - Standard Operating Procedures manual:  
http://schools.nyc.gov/NR/rdonlyres/AF357509-D04A-4411-841C-7A17945356DA/0/RevisionToOTPS.pdf    
 

• Tax Exempt Certificate: 
http://schools.nyc.gov/NR/rdonlyres/66D28ED7-7F53-4911-9EB0-ACDEFC966CA9/0/TaxExCert.pdf 
 

• Citibank Tool 
http://schools.nyc.gov/NR/rdonlyres/012E399E-266F-4EFF-950E-
D2121DCCA321/0/CitimanagerQuickReferenceGuide.pdf 
 

• Chip & Pin FAQ 
https://www.citi.com/credit-cards/template.do?ID=chip-technology-questions 
 

• P-Card Unit Contact Information:   
     Email:      pcers@schools.nyc.gov 
     Phone:     718-935-2939 
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