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



3. Complete the required information

4. Attach the approval email from the budget holder (not your principal/supervisor)
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5. Specify what month the transactions posted (one month only) and input the Works transaction
number information and the dollar amount to be updated
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6. If only a portion is to be updated to the new account code, be sure to indicate the amount as
per below:



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.

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

9. You will receive an email confirming your submission with the ticket number, which can be
viewed in your ticket queue.

10.NOTE: If your ticket request does not have a budget holder a



