
Hello P Card Users, 

Many of you have noted that this email is late...indeed it is. We would normally have sent this out last 
week, but just like many of you, we are short staffed and behind on the workload. With it being a 
holiday week, we erred on the side of folks being out of the office. So, the email is going out this week. 
Please note the Transaction Envelope details later in this communication, and that we have also 
extended the due date. If you are not in paid status at this time of the year, please submit your 
Transaction Envelope when you return. 

There has been a massive amount of change and movement in the District. With this, comes an 
extensive project of realigning folks within the P Card website. We are preparing for this project, but 
have not started it yet. Jess and I will be working on it this week and next. If you are waiting for a new 
approver to be assigned to your site, or a new card holder, please be patient and know that we are 
working on this. As a heads up, any new person (approver or card holder) will need to complete P Card 
training before we will provide them access to the P Card site. The FY23 section of the Online P Card 
Training course is moving through the approvals in MyPGS. It is section #26475 and will be visible in 
MyPGS once fully approved (cross your fingers for this week). 

Other important items to note: 

• For school based administrators ~ Your negotiated agreement has changed and you no longer 
have access to professional development funds (budget ending in 0232). If you have questions 
or concerns about this, please contact your bargaining unit representatives. 

• Jess and I will be working in the P Card website to remove the school account associations that 
play with 0232, but that will take a bit. You may still see this as an option, but please do not use 
this account. It is not valid in BusinessPLUS and will cause delays in P Card batch processing if 
school sites use this account segment during the weekly review process. 

• 0232 is available to all other non-school based admins or protechs. 
• As an FYI, I am currently filling in as the Interim Accounts Payable Supervisor. Many of you may 

have noticed that my response time via email is less than great. I want to apologize for this. As I 
straddle several roles in Business, I am finding it difficult to be successful in any of them. I pride 
myself on my customer service skills, response time being at the top of my list. It has been a 
hard transition and difficult for me to realize that I can no longer keep up with my emails like I 
had before. With this being the case, please direct all of your P Card emails to Jess Valdovinos. 
She will loop me in as needed. I am still available as a P Card resource and as the Business 
Process Trainer, but, if you need help from me, please call me. My email box seems to be a black 
hole of quick sand, but I will always answer my phone. I can be reached at 775-789-3438. 

• Remember there have been a few changes to P Card usage rules and we are working to shore up 
inappropriate usage. You can find the June 8th email here that addresses many of these issues: 
https://www.washoeschools.net/cms/lib/NV01912265/Centricity//Domain/263/6-8-
22%20P%20Card%20Communication.pdf 

We know this time of year is difficult for everyone, please be patient with us and each other. :) 
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Transaction Envelopes are ready to be created for the cycle dates of 6/8/22-7/5/22. PLEASE TAKE EXTRA 
CARE WHEN CREATING YOUR TRANSACTION ENVELOPE THIS MONTH. Remember you can run the 
Monthly Card Holder Report in Reports/Company Reports before creating your Transaction Envelope. All 
envelopes are due in Business by Wednesday, July 20TH. If you need assistance with your envelope, with 
your receipts, or with your PDF file, please do not hesitate to contact me, Kelly Case. I can be reached at 
775-789-3438. 

Additionally, you can find resources on the AP-P Card Information web page 
https://www.washoeschools.net/Page/17733 and on the Commerce Bank-P Card Tutorials web page 
https://www.washoeschools.net/Page/12740 

Thanks for all you do,  

-Kelly Case 

Interim Accounts Payable Supervisor, Business Process Trainer 

775-789-3438 
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