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JP Morgan Chase Electronic Card Application Quick Reference Guide
Last Updated: 5/28/2024
This document provides the steps to complete and submit an application for a Purchasing, Hospitality, or Travel card for the West Lafayette campus. 
Jump Links: Access Application, Complete Application, Approval

	[bookmark: _Access_Ariba][bookmark: _Access_Application]Access Application

	Departmental Dual Purpose is a card to be used by multiple people in a department for purchasing and/or hospitality.
	Departmental Dual Purpose 

	Individual Dual Purpose is a card to be used by a single named individual for purchasing and/or hospitality.
	Individual Dual Purpose

	Travel is a card to be used by a single named individual for travel related expenses.
	Travel 

	[bookmark: _Heading_2][bookmark: _Adding_Items_to][bookmark: _Complete_Application]Complete Application

	NOTE: Required fields are marked with a red asterisk (*).

	General Information

	Enter Applicant Information. 
· First Full Name
· Last Name
· Date of Birth
· PUID (10 digits)
· PaymentNet User ID
NOTE: For the PaymentNet User ID enter ‘000000’. This field will be completed by the application approver. 
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	Enter Account Security information.
· Last four of PUID
· Access Code 2 – Mother’s Maiden Last Name (Limited to the first 4 characters)
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	Enter Card Embossing information. This is the way the name will be listed on the card. 
· First Name on Card
· Middle Initial (optional)
· Last Name on Card
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	Enter the Contact Information of the individual who will be responsible for the card.
· Purdue Email Address
· Business Phone Number
· Mobile Phone Number (optional)
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	Enter Cardholder Address. This is the address to which the card will be mailed.
· Street Address
· City
· State
· ZIP/Postal Code
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	Enter the Home Address of the cardholder. 
· Street Address
· City
· State
· ZIP/Postal Code
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	Click Next.
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	Administrative Information

	Enter SAP ORG Unit Number. If you are unsure of this number, please contact your business office.
Select Campus.
NOTE: At this time the electronic application is only for the West Lafayette campus.
	 [image: ]1706000000


	Leave the Credit Limit and Single Amount Limit $ field blank. This will be completed by the application approver.
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	Enter Approval information. This information should be the Business Manager.
· First Name
· Last Name
· Email Address
· Confirm Email Address
	[image: ]CZahn@purdue.edu
CZahn@purdue.edu
Zahn
Caitlin


	Enter any Comments, if needed.
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	Click Next.
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	Cardholder Acknowledgment

	NOTE: The Cardholder Acknowledgement language will differ based on the type of application being submitted. 

	Click checkboxes to agree to Cardholder Acknowledgement(s).

Click Submit. 
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	Successful submission is followed by a confirmation screen.
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	An email confirmation will be sent to the applicant’s email address.
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	[bookmark: _Approval]Approval

	The application routes to the Business Manager and Central Card Services before being submitted to JP Morgan Chase for card issuance.

	If the approver rejects the application, or determines information needs edited, they will reject the application. 

Notice of a rejected application will be via email. 

A new application must be submitted. 
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Applicant Information

Full First Name*

Last Name*

Date of Birth*

PUID*

PaymentNet User ID*

MMDDAYYYY

PUID (00######%%)

Current Reconciler User ID
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Account Security

Last four of PUID*

Access Code 2°

Last four of PUID

Mothers Maiden Last Name
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Card Embossing

First Name on Card*

Middle Initial

Last Name on Card*

21 Character Limit (First & Last Name including spaces)
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Contact Information

Purdue Email Address™

Business Phone Number*

Mobile Phone Number

Cardholder's Purdue Email Address

Cardholder's Business Phone Number

JOOXOCHHK
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Cardholder Address (Card Delivery)
Country
Street Address®
city:
State/Province

ZIP/Postal Code”

usA

IN

USPS CAMPUS ADDRESS (example: 123 Main Street)
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Home Address

Country*

Street Address®

Street Address Line 2

city

State/Province*

ZIP/Postal Code”

USA v

Cardholder's Home Address

‘example: 123 Main Strest

‘examples: Apt 2E: Suite 1410; Buiding A

Select.
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Administrative Information

Account Custom Fields

SAP ORG Unit Number*

Select Campus*

Select
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Card Controls

Credit Limit

Single Amount Limit $*

Enter Credit Limit

Approver, place Single Amount Limit in comment section
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Approval

Applicant - Key Business Manager's information below, for approval

First Name*

Last Name*

Email Address™

Confirm Email Address*
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Comments

Optional Applicant Comment (Maximum 2000 characters)
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‘You must agree to the Cardholder Acknowledgement below to continue with your application.

J.P. Morgan Cardholder Acknowledgement

Legal Information
The J.P. Morgan Commercial Card (the "Card") is available only to authorized individuals of the Company (the "Company").

1, an authorized individual of the Company and whose name appears on the Card, acknowledge and agree to the following with respect to my acceptance and use of the Card:

1)1 will use the Card only for business expenses that are authorized by the Company's applicable policies

2) Although the Card will be issued in my name. the Company may have access to my Card account information and may receive information from time to time with respect to my use of
the Card.

3) In the event of the cancellation of the Card by J.P. Morgan or Company, for any reason, | will immediately stop using the Card and either cut the card in half or retur the Card to the
Company.

4) In the event that my employment/engagement is terminated for any reason, the Card will be cancelled and | will immediately surrender the Card to the Company.

5) | authorize and direct the release by the Company to J.P. Morgan of my home address, phone number and any other identifying information about me for the purpose of processing
this Card Application, and in order to comply with all applicable laws that require J.P. Morgan to obtain, verify and record information that identifies me when | apply for an account
Iauthorize J P. Morgan to share information about me and my Card account with and among its affiiates and representatives.

(0] 1 agree to the Cardholder Acknowledgement.

Additional Organization-Specific Acknowledgement

Please view the Travel Cardholder Agreement - Clicking here confirms agreement with policy located
here:http://www.purdue edu/business/travel/pdf/Travel_Cardholder_Agreement_JPChase paf !

(Note: You may need to be logged into your organization's network to view this link )

I agree to the Organization-Specific Cardholder Acknowledgement

1 The information contained within the linked site is not provided by J.P. Morgan Chase Bank, N.A. or its subsidiaries or affiiates (collectively referred to as "Chase"). Chase is not
responsible for and does not endorse the policies, procedures, or overall website content available at the link noted above. In the event of a conflict between the Chase cardholder
‘acknowledgement and client's policies and procedures, the provisions of Chase's cardholder acknowiedgement shall prevail.

Previous,
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@ Your application was successfully submitted

Please contact your Program Administrator if you have questions regarding your Application status.

To end this session, close the browser tab or window.
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‘From: no.replies@paymentnet jpmorgan.com <no.replies@paymentnet jpmorgan.com>
Sent: Wednesday, June 21,2023 1:48 PM

To: Martin, Janessa D <drakel @purdue edu>

Subject: Your L?. Morgan commercial card application has been created

Dear JANESSA MARTIN:
Thank you for submitting an application for a J.P. Morgan commercial card. Your application has been successfully created and submitted for approval.

You will receive additional notifications as your apalication moves through the approval and creation process. Ifyou have any questions, please contact your program administrator:
Thank you.

*Please do not respond to this e-mail. Any response to this e-mail address will not be seen. Please contact your program administrator f you need assistance*
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‘From: no.replies@paymentnet jomorgan.com <no.replies@paymentnet jomorgan.com>
Sent: Wednesday, June 21,2023 1:50 PM

To: Martin, Janessa D <drakel @purdue edu>

Subject: Your L. Morgan commercial card application has been rejected

Dear JANESSA MARTIN:

Your J.P. Morgan commercial card application has been rejected by T Weatherford: for the following reason:

T Weatherford 06/21/2023

Rejecting to test notifications.

If you believe this rejection has occurred in error or need additional information. please contact your program administrator.
Thank you.

*Please do not respond to this e-mail. Any response to this e-mail address will not be seen. Please contact your program administrator f you need assistance*
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