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Chip and PIN Card Information

To enhance the security of your credit card purchases, your new commercial card 
features chip and personal identification number (PIN) technology, in addition to a 
magnetic stripe. With this card, you will have added identity verification and more 
flexibility at chip-enabled and traditional magnetic stripe terminals. Please review the 
important information below to help you get started with your new card.

About chip-enabled cards

• Over the next year, U.S. merchants will begin using terminals that accept chip-
enabled credit cards. Until then, you may use your card by swiping at the point 
of sale, just as you do today.

• As chip-enabled terminals are already being used internationally, you may 
use your card to complete chip- enabled transactions in Europe, Asia, South 
America, and Canada.

Getting started with your new card

1. To activate your card, you will need your unique identification (ID) number. If you do not know your unique ID, 
please contact your program administrator.

2. Activate your new card immediately by calling 1-866-762-9121, 24 hours a day, 7 days a week.

• When dialing from outside the U.S. or Canada, dial 001-866-762-9121. This is not a toll-free number when 
calling internationally.

• If you need help internationally, please call customer service collect at 1-612-332-2224.

3. When you activate your card, you will select a personal identification number (PIN). Use this PIN for chip-enabled 
transactions when prompted by the terminal. This same PIN will be used for cash advances, if you are authorized 
to make them. Depending on the terminal set-up, you may be prompted to provide your signature instead of your 
PIN. Once activated, the card is ready for use at either mag stripe terminals or chip enabled terminals.

4. If you forget or need to change your PIN, call the Business Purchasing Service Center at 1-800-932-0036, option 1, 
option 7.
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How to Reconcile Purchasing Card Statement 
Expenses

Role: If you have more than one CCER role, you can change roles by selecting the role type you want (cardholder, 
reconciler or approver) on the upper left corner of the CCER page. If you do not have multiple roles assigned to you, 
you will not see this feature. You don’t need to sign out and sign in to switch roles.

Manage Statements:

     Review Open Statements (default)
• To reconcile the charges, select a transaction on the statement, then click Reclassify. 
• View/Modify the transaction details and provide all appropriate information

  - General Ledger Code: Object #: Change if one given is incorrect
  - Project #: Change if one given is incorrect
  - Description: You must provide the brief explanation of payment. For a public relation type
     expense, please indicate the benefit to/purpose of the event with a list of attendees or attach a
     flyer along with a detail itemized receipt.  
  - Click the Save button regularly because you’ll be locked out of the system after 10 minutes 
     of inactivity.
  - Click the Receipt Attached button if a receipt is attached to CCER reporting
  - Click Statement Reviewed after you’ve reviewed all transactions. A message box appears indicating
     that an email will be sent to your approver. Note: Once you’ve clicked the Statement Reviewed
     button, you will not be able to make changes to your statement.  
  - Print the Statement Expenses and attach all receipts with the numbering and any related documents.
   Tip: The cardholder or reconciler must complete the reconciliation by the 23rd of the month.
   No reconciliation (change of project/object, allocation) is allowed past the grace period by
   the cardholder or reconciler. Only the approver or program administrator is able to make any
   necessary changes.  

     Note:  Please provide manual signatures for the followings:
1. If the reconciler reconciles your charges, you are required to sign manually on the Statement Expense even 

though it was done online with the status of “Cardholder Reviewed” by the reconciler.
2. If the cardholder didn’t click the Statement Reviewed button or missed the deadline to reconcile the charges 

online, a manual signature is required from the cardholder.
3. If the approver didn’t approve the charges online or missed the deadline to approve it, a manual signature is 

required from the authorized signer.  

Statement Expenses (CCER) should be reviewed and approved online by the cardholder and the authorized signer and 
all documents should be stapled, forwarded and received in Foundation Financial Services, Bldg. 55, no later than 5:00 
p.m. on the 25th of each month. Please allow two days for interdepartmental campus mail delivery. A Foundation 
Travel Authorization and Expense Report form must be submitted with the Statement Expenses (CCER) for any pre-paid 
travel related expenses, e.g. airline tickets, hotel reservation and car rental.

Should you have any questions, please contact Pauline Anongdeth at x2907 or pswong1@cpp.edu.
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Now is a Good Time to Review Your Outstanding 
Accounts Receivables

The end of January is an excellent time to check the status of any outstanding accounts receivables in your 
programs. Remember the Foundation’s policy no longer requires your permission to establish a reserve for bad 
debt if an outstanding accounts receivable invoice is over a year old, its first anniversary. The Foundation’s policy 
also does not require your approval to write off your outstanding invoice once it’s over two years old, its second 
anniversary. You, of course, can see the bad debt expense when we do reserve the amount to an allowance for 
doubtful accounts receivable after one year outstanding.  

To check on your outstanding invoices, you can contact Kathleen Monfort at x4807 or Alicia Smith at x2908. They 
would both be happy to assist you.
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Employment Services Makes Changes to 
Timekeeping System

Historically, Foundation has used rounding rules within its configuration for timekeeping 
purposes. This set of rounding rules allows a seven minute window before and after the clock-
in and clock-out time for nonexempt workers. For example, if an employee was scheduled 
to start their shift at 8:00 a.m., the employee could clock in anywhere from 7:54 a.m. to 
8:06 a.m. and the system would actually count their clock-in time as 8:00 a.m. As a result of 
improvements in technology (such as the option for employees to use Kronos mobile), it is no 
longer necessary to apply rounding rules for clocking in or out.  

Within the next 45 days, Foundation will phase out the rounding rules. Once the new rules 
have been implemented, when nonexempt employees clock in our out, the system will 
simply capture and record exact times. For instance, if an employee clocks in at 7:54 a.m., the 
time that will appear in Kronos will be 7:54 a.m., and this will be the time referenced for all 
calculations on that day.

A similar change will apply to the rounding rules for calculating overtime. The current rules allow for overtime to 
be calculated in 15 minute increments. For example, when an employee works three minutes of overtime, they 
are actually paid for 15 minutes of overtime due to the existing rounding rules. Once changed, the new system will 
calculate the exact amount of overtime the employee works. Using the above example, when an employee works 
three minutes of overtime, the employee will be paid for three minutes of overtime.

In addition, it is very important to be mindful that our written policy requires all overtime to be pre-approved. This 
means an employee must request to work overtime and receive approval from their immediate supervisor prior to 
actually working any overtime.

Please contact Employment Services if you have questions about these changes or anything else related to your 
employment with Foundation.


