












Oral Presentation Questions: 

1. Demonstrate procurement card system and specifically: 

a. Admin – Setting up and terminating a user 

b. Admin – Setting up general ledger accounts 

c. Admin – Modifying profile to add MCC codes 

d. Admin – Setting up and modifying spending profile 

e. User – Requesting or changing profile of a card and workflow of approvals 

f. User – Logging into account 

g. User – Attaching backup documentation online and validations to ensure it is included 

h. User – Approving transaction as cardholder 

i. User – Approving transaction as manager 

j. User – Customize and save user view when logging in 

k. User – Delegation of approvals 

l. User – Entering, approving, attaching documentation on a mobile device 

m. Reports – Example Admin reports – e.g. audit reports for transactions not approved or 

supporting documentation not included 

n. Reports – Example supplier management reports 

o. Reports – Example transaction history reports – by user, by credit card, by supplier 

p. Reports – Expense Reports for users 

q. Reports – Scheduling reports – individually and Admin on behalf of cardholders 

r. Reports – Creating an Ad Hoc Report 

s. Reports – M/WBE and Veteran owned businesses 

t. Training – Demonstrate how user training is tracked and how the Admin can monitor 

progress 

2. Demonstrate electronic payables system and specifically: 

a. Demonstrate transmittal of files and required security/verification protocols. 

b. Accessing outstanding amounts to vendors 

c. Set up options with draws on amounts owed 

d. How to correct errors in original transmittal files and manually transmit (e.g. if there was 

an error in the card number). 

3. Confirm that only one credit card is issued to handle procurement and travel transactions. 

4. Confirm the ability to issue temporary cards to workers that only require a card for one-time 

travel and not on a permanent basis or disaster cards. 

5. Discuss your firm’s capabilities with “proxy” pay and/or “push” payments – making payments on 

behalf of the City using suppliers preferred methods (e.g. via the suppliers website or phone).   

6. Discuss the process involved with signing up vendors for large ticket program and coordination 

efforts needed to work with Visa.  What is the large ticket threshold? 

7. Describe the account review that your organization conducts post go-live during the life of the 

contract. 

8. Integration – Confirm that the proposer can meet the technical requirements to integrate with 

Workday and the approximate level of effort needed to accomplish this. (see attached) 

9. How long is transaction history retained and accessible in the system? 

10. Do you issue 1099M’s to the suppliers paid with procurement cards? 

11. MWBE – Consider other areas where an MWBE or Veteran owned firm could be utilized. 
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