[bookmark: _Hlk203739916][bookmark: _Hlk230332788]TRAVEL CARD/CBA – CARDHOLDER/APPROVER ANNUAL REQUIREMENTS

[bookmark: _Hlk150871252]Please submit the paperwork below to obtain or retain your state travel card or CBA account, and/or approver status.  These are mandatory annual tasks, and we need all the paperwork (forms and certificates) in the Controller’s Office prior to ordering a new card or prior to your existing paperwork’s expiration date.  NOTE:  There is ONE STATE training now for everyone whether p-card or t-card, cardholder, approver, or program administrator.  Currently, ULM’s p-card and t-card trainings remain separate.  Copies of all documentation are to be kept in your area.

See below for options to take the statewide card training.  You can do either option, but do not do both since they are the exact same training.

The state’s card/CBA training is now located on our NEOED training site, in addition to the state’s training site.  You do not need the H number to be added to training.  We submit your name to Human Resources and they send you an email with a link.  See below for more instructions.  However, the training may only be taken once in a calendar year, so if you have used this method for either p-card or travel card and need to take it again in the same calendar year, please use the SAP Success Factors method or submit that latest form.

The state’s training is also located on SAP SuccessFactors which can be used if you have your “H” number.  If you haven’t accessed the new site before, login with your H number and click “Forgot Password” (Link to instructions).  An email with a link to get in will be sent to you. Once in, down at the bottom search for “statewide” and the training will be in the grid.  If you used the site before, log in with your email and the password you set up last time.  If that doesn’t work, use your H number and click forgot password.

CARDHOLDER ANNUAL REQUIREMENTS

Cardholder Enrollment/Annual Review Form – signed by Cardholder and Approver
1. Link to Form:  https://webservices.ulm.edu/forms/get-form/918
1. STL from the second sheet needs to be picked out
1. Note:  Any STL over $5,000 will need the approval of the Office of State Travel, on travel cards

Cardholder Travel Agreement Form – signed by Cardholder and Approver
1. A link is available at the end of state LEO training on the LEO web site
1. Optional:  Link to Form:  https://webservices.ulm.edu/forms/get-form/1003
1. Put your ‘H’ employee number on the form

ULM Travel Card/CBA Training – ULM’s training certificate
1. ULM Training Log-in Link:  https://webservices.ulm.edu/training
1. View the PowerPoint presentation and answer the few questions
1. Email address must be added to be available, let PAs know if training isn’t listed

OST Statewide Card Policy Training – LaGov SAP SuccessFactors state training certificate - OPTION 1
1. Your employee number (H########) is needed to log-in (obtained from HR)
1. SAP portal:  https://lagoverp.doa.louisiana.gov/learningext (Click signin & forgot password)
1. SAP instructions:  http://ulm.edu/controller/documents/leoinstructions.pdf
1. Try different browsers if trouble with view or sound
1. Once in, do a search at bottom of page for “statewide”
1. Click Verify Course Completion to complete the training and print the certificate
1. If you have certificate problems, click on down arrow in upper right corner, and then click “Learning History” and select the appropriate training certificate

[bookmark: _Hlk202960235]OST Statewide Card Policy Training – (Using NEOED by ULM for the state training certificate) - OPTION 2
1. Your name/email address is submitted to HR by PA’s for adding to NEOED training
1. A clickable email is sent to your email address with the link to the training
1. Access the site and Start the training, then take the quiz, passing by 90%
1. After completion, click My Courses, select Completed on dropdown and click on the course
1. From there, View Certificate and print to send to PA’s with the other documentation
1. Ignore Verify Course Completion which only works on the SAP website
1. Best way to get the certificate is to click on the email link again after completing training


[bookmark: _Hlk138235541][bookmark: _Hlk230336842]APPROVER ANNUAL REQUIREMENTS

Approver Travel Agreement Form – listing all travel cards/CBA accounts to be approved
· A link is available at the end of state LEO training on the LEO web site
· Optional:  Link to Form:  https://webservices.ulm.edu/forms/get-form/1004
· Put your ‘H’ employee number on the form

ULM Travel Card/CBA Training – ULM’s training certificate
· ULM Training Log-in Link:  https://webservices.ulm.edu/training
· View the PowerPoint presentation and answer the few questions
· Email address must be added to be available, let PAs know if training isn’t listed

OST Statewide Card Policy Training – LaGov SAP SuccessFactors state training certificate - OPTION 1
1. Your employee number (H########) is needed to log-in (obtained from HR)
1. SAP portal:  https://lagoverp.doa.louisiana.gov/learningext (Click signin & forgot password)
1. SAP instructions:  http://ulm.edu/controller/documents/leoinstructions.pdf
1. Try different browsers if trouble with view or sound
1. Once in, do a search at bottom of page for “statewide”
1. Click Verify Course Completion to complete the training and print the certificate
1. If you have certificate problems, click on down arrow in upper right corner, and then click “Learning History” and select the appropriate training certificate

OST Statewide Card Policy Training – (Using NEOED by ULM for the state training certificate) - OPTION 2
1. Your name/email address is submitted to HR by PA’s for adding to NEOED training
1. A clickable email is sent to your email address with the link to the training
1. Access the site and Start the training, then take the quiz, passing by 90%
1. After completion, click My Courses, select Completed on dropdown and click on the course
1. From there, View Certificate and print to send to PA’s with the other documentation
1. Ignore Verify Course Completion which only works on the SAP website
1. Best way to get the certificate is to click on the email link again after completing training


