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How to enter a P-card 

Purchase Order 
Required for: 

Campus Cards Department 
Departmental Activity 

Funds 

Purchases over $500 Purchases over $1,500 Purchases over $250 

 



How to enter a P-Card Purchase Order  
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1. Add new requisition and select PCARD dept/loc  

 

1. Select Dept/ Loc 

PCARD 

2. Add General Description 

4. Add vendor # 

5. Delivery Method should be PRINT 

6. Add Vendor/ Sourcing notes and include “P-CARD PURCHASE” 

7. Add Reference 

8. Accept 
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2. Once you accept MUNIS will direct you to Line Items. Here you will add 1 line only as shown below 

  

. 

 

 

 

 

 

 

 

 

 

           1.  Add description Ex: 

 

 Science Supplies  

 Conference Registration for Mrs. Smith 

 1st grade field trip to the zoo 100 students @ 5.00 = $500.00 
 

2. The amount should be the total amount for the order including shipping 

3. Enter budget code(s) 

 

4. Accept  
5. Return  

1 LINE ONLY!!! P-Card Purchase Orders should only have 1 line item 

with the total order amount.  

For Hotels be sure to include city tax and/or state tax if applicable. 



 

29 | P a g e  
 

3.  Attach documents such as quote, travel forms, agenda, etc.   

 

 

 

1. Attach Documents such as quote, travel forms, agenda, etc. 

 

2. Accept  
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4.  Release for approvals  

 

 

 

 

 

 

 

 

 

 

 

 

1. Release for Approvals 

Once the requisition has been approved and converted to a Purchase Order you will receive a copy of the 

Purchase Order via Email. Order can then be placed with vendor and P-Card can be issued for payment once 

the goods/services and invoice have been received. 

 


