




» First step of application to be sent to 
P Card Program Administrator

» Previously was the last 2 pages of 
enrollment form

» Date of Hire: Application must be 
submitted at least 90 days after hire 
date. 

» Available on SMU Card page
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Online Application Portal
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Workflow Summary

Applicant submits 
SMU Cardholder 

Agreement

Program 
Administrator (PA) 
sends link to online 

card application

Applicant fills out 
information and 

sends to Manager

Manager reviews, 
approves, and 

sends to Business 
Financial Officer

Business Financial 
Officer reviews, 
approves, and 
sends to PA

PA sends Applicant 
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