
 

 

P-Card Order Flow Chart – Non-Registered Vendor 
 

 
 
 
 
              
              
              
              
              
              
              
                
              
              
              
   
 
 
 
 
 
   

Determined Vendor is non-registered  

If the Vendor is not on contract or a SWAM Vendor obtain 
quote from (1) SWAM Vendor (if available) and retain 

documentation in department records. 

Identify purchase requirements

 

Enter confirming order in eVA 

If item is on the Exempt Categories list or you are paying with 
a p-card that is charging a Grant beginning with the number 5 

you do not have to place that order in eVA. 

Contact the Vendor either by phone or on-line and place the order 
using the p-card 

Use the p-card if order is under $5,000 
and the Vendor accepts the card. 
*Verify p-card transaction limit *  
Uncheck the p-card box and
create a DO order. 
Once the DO order comes over 
to Banner an encumbrance 

removal will need to be done in 
Banner.
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