PCard Account Code Change Request
Support Ticket Process

Cardholders only have ongoing access to their own school/department account
codes in Bank of America Works. If another department allows a
school/department to access their funding, the budget holder must email approval
and the full account code.

The Cardholder will not be able to directly input that account code in Works, but should follow the
below procedure.

1. Sign off on the transaction in Works with your department/school’s default account code and
attach supporting documents as usual.

2. Complete the Account Code Change request form by submitting a Request for Services at:
https://support.pps.net/support/home.

3. Attach approval email from the other department to your ticket.

4. A ticket number will be emailed to you.

5. Once your manager/principal has reviewed and signed off in Works, the account code will be
updated by the PCard Accountant.

6. When the account code has been updated and ticket closed, an automated email will be sent.

Timing: Since the PCard Accountant cannot update the account code until the cardholder’s budget
holder/manager/supervisor has signed off in Works, this process may take some time. For example:
Cardholder purchases in August and submits the account code change request ticket, Cardholder
sign off deadline is September 7th and the budget holder deadline is September 12th. The PCard
Accountant must update in Works before September 30th prior to the upload to Peoplesoft.

To access the Account Code Change Request form/ticket:

1. Sign into https://support.pps.net/support/home
2. Select ‘Request New Services”

(;‘%) PORTLAND PUBLIC SCHOOLS Support Portal
01Dt 009727

. (RN

How can we help you today?



https://support.pps.net/support/home
https://support.pps.net/support/home

3. Complete the required information

4. Attach the approval email from the budget holder (not your principal/supervisor)

Transactions must be signed off in WORKS by supervisor PRIOR to submission. e Aot Bode

Requester =

dwatkins@pps.net
CARDHOLDER INFORMATION [JRequest for someone else
& Attach a file

Debra Watkins
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REQUESTED ACCOUNT CODES:

101 23211 531800 100 99999 H2207 5490

5. Input the Works transaction number information and the dollar amount to be updated

TRANSACTION(S) REQUIRING ACCOUNT CODES UPDATE

TXN00344656
Fred Meyer
141.75

141.75

6. If only a portion is to be updated to the new account code, be sure to indicate the amount as
per below:

TXNO0344656
Fred Meyer
141.75

100.00



7. A total of 4 transactions may be added to the ticket, but additional transactions can be added
in the comment section or attached to the ticket.

If you are have more than 4 changes, please attached a spreadsheet of the additional
changes you are requesting.

TXN 00380777 Office Depot $35.00
TXN 00390888 Staples $89.00

8. When all data has been entered and the approval email attached, click on “PLACE REQUEST”
at the top of the form.

PLACE REQUEST

9. You will receive an email confirming your submission with the ticket number, which can be
viewed in your ticket queue.
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10.NOTE: If your ticket request does not have a budget holder approval email attached, you will
receive a ticket notification via email that additional information is needed and the ticket is not
complete. Your account code will not be updated until that information is provided.

11.Process Complete: When the update has been completed, you will receive a completed
ticket email confirming the update has been finished in Works.
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