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INTRODUCTION

In 2020 COVID-19 impacted Seminole County Public Schools! How do we continue our Face-to-
Face Purchasing Card (P-card) training to allow our new district employees to benefit from our
Purchasing card program during these challenging times?

We went On-Line!

Seminole County Public Schools (SCPS) implemented the use of the P-card as a cost-effective
method of purchasing and paying for District approved items less than $1,000.00, within the
established procurement guidelines.

The intent of this program is to pay vendors faster and reduce the district’s administrative costs.
The program also allows the P-card holder to purchase approved items and services directly
from vendors. On a monthly occurrence, the Purchasing Department would hold Face-to-Face
trainings for the individuals receiving the P-card.

COVID -19 changed the way we teach our students, not just in the schools, but also at our
District’s Educational Support Center (ESC).

The new procedure for P-card training allows for the P-card holder to complete their training
virtually and expedites the process, allowing the individual to obtain their P-card without leaving
their office. Listed below are the details.
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HOW TO SIGNUP FOR E-CAMPUS TRAINING

e Complete and sign the appropriate district or internal P-Card Application. The forms are
in Adobe Acrobat, are interactive, and located in the SCPS Insider (The District’s Intranet
Site). The links are listed below:

e (DISTRICT) https://insider.scps.k12.fl.us/purchasing/wp-
content/uploads/sites/131/2019/08/DISTRICT-PCard-Application-Fillable.pdf

e (INTERNAL) https://insider.scps.k12.fl.us/purchasing/wp-
content/uploads/sites/131/2019/08/Internal-PCard-Application-Fillable.pdf

TUTORIAL & QUIZ

Employees who are authorized to apply for a P-card, will log into SCPS Insider. Follow the Red Ball. It will help you
navigate through the online process.

Step 1 — Click on District P-card Policy & Procedures Box @
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Nothing for the next week
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Account Nothing for now
(%) Start a New Course

View Grades
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District P-Card Frontline Help
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©
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Step 2 — Click on District Purchasing Card Policy and Procedures

— District P-Card > Modules

@
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Assignments .
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Discussions
Dashboard . . . L) View Course Notifications
Grades = Purchasing Card Policy and Procedure Review Complete All ltems
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® o District Purchasing Card Policy and Pracedures.pdf v
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®©
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Step 3 — Click on District Purchasing Card Policy & Procedures Tutorial Program & Read It!

= District P-Card > Files > District Purchasing Card Policy and Procedures.pdf

Home District Purchasing Card Policy and Procedures.pdf

Assignments
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[

Dashboard

Download District Purchasing Card Policy and Procedures.pdf (381 KB)
Discussions S
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The School Board of Seminole County, Florida
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Step 4 — Click on Take the Quiz......

— District P-Card > Quizzes » District Purchasing Card Authorization of use

@ Home District Purchasing Card Authorization of use
Account N
Assignments
& Due No due date Points 100 Questions 20 Time Limit None
Dashboard Discussions Allowed Attempts Unlimited
Grades
People Instructions
Files . . R . .
Complete the multiple choice quiz. Upon completion of 100%, Print the Card Holder Agreement. Initial, sign, scan and
Calendar . r
Syllabus send via email to: Luangel_Lowder@scps.k12.flus.
Quizzes We will then forward your District Purchasing Card directly to you.
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Office 365

MasteryConnect
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Step 5 — Upon Successful Completion of the Quiz, Click on District Certificate & Completion Form

The Certificate of Acknowledgement will need to be printed and signed then forwarded to the
appropriate District and Internal P-Card Contact.
Upon completion of the training, the P-card will be mailed interoffice to the cost center contact

who will give it to the cardholder. P-cards will not be released until the cardholder completes

the online training and the P-card information is entered into the District’s P-card accounting

system.

Congratul ! You have ¢
Purchasing Card Use.

d the on line policy and procedures tutorial for District

Attached is the Cardholder Agreement and Procedures Manual

Please print the attached Cardholder Agreement. Initial, sign, then scan the completed
Cardholder Agreement and email it to: Luangel Lowder@scpsz k12 flus

Luangel will enter the last 4 digits of your card number to the bottom right of the cardholder
agreement and forward your new purchasing card to you.

If you have further questions please feel free to contact

Luangel Lowder

Procurement Agent I1/ Purchasing Card Contact
School Board of Seminole County

Purchasing & Distribution Department

Email: Luangel_Lowder@scps k12 fl.us

Phone 407-320-0240

Fax  407-320-0474

®))
/@)

A

4

Don’t Forget to Complete and Sign the Cardholder Agreement Form and Return it to Purchasing!

YOU DID IT!!

\

The School Board of Seminole County, Florida
Purchasing Card Program
Cardholder Agreement

Please read and signiy that you understand and agree to comply with all policy and procedures of the SBSC
Purchasing Gard Program by initaing each section noted below.

Employ

Cost Oenter Name Last4 Digts of Card

24125
A8@ECPS k12flus

SESC Fon 13
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CONCLUSION

After changing the P-card training from Face-to-Face to an automated online process it has helped
our employees become familiar with navigating the District’s website. It has also saved our
employees time and money, and most of all, protected their safety with social distancing, as we
adapt to changing in this world of the new normalcy.

The SCPS Purchasing Department is always available to assist our employees and vendors with
guestions via Phone, Email and WebEx.

The SCPS Purchasing Department is made up of individuals that trust and problem solve together
in order to make Seminole County Public Schools the best School District in Florida!
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