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Resources:
A link detailing which process to use (depending on expense type) is found at https://procurement.psu.edu/procurement-search-tool
SNow = ‘ServiceNow’
FPAC = ‘Financial Planning, Analysis, and Coordination Team’
The FPAC team and subunit admin staff are also available for questions (see page 2)
Step-by-Step Instructions:
1. G&S or TRAVEL - SNow (RECOMMENDED METHOD)
Step-by-step instructions for settling Pcard transactions or out-of-pocket reimbursements for both goods & services and travel related expenses - do NOT use the G&S-Concur or the Travel-Concur process below if you choose this method
G&S – Concur (ALTERNATIVE METHOD)
· IF YOU DO NOT want to use the above ServiceNow process, you can use Concur directly instead: Instructions for settling Pcard transactions or out-of-pocket reimbursements for goods & services related expenses
Travel – Concur (ALTERNATIVE METHOD)
· IF YOU DO NOT want to use the above ServiceNow process, you can use Concur directly instead: Instructions for settling Pcard transactions or out-of-pocket reimbursements for travel related expenses
2. Catalog Purchase Orders (PSU Buy)
Contact your Initiator listed below.
3. Non-Catalog Purchase Orders (SNow)
Contact your initiator listed below
4. Non-PO Invoices (SNow)
Contact your initiator listed below

Contact Information for Support by EMS Subunit
	EMS Subunit
	Initiator

	16401 - Dean's Office
	Olivia Ripka (orr3@psu.edu)

	16402 - Associate Dean Graduate Education and Research
	Karen Royer (klr9@psu.edu)

	16403 - Associate Dean Undergraduate Education
	Kayla Pedmo (kbs183@psu.edu) 

	16404 - Energy and Mineral Engineering
	Aime Jones (anj84@psu.edu)

	16405 - Geography
	Emilee Fisher (enf5182@psu.edu)

	16406 - Geosciences
	Emilee Fisher (enf5182@psu.edu)

	16407 - Materials Science and Engineering
	Kaytee Eckley (ktg128@psu.edu)

	16408 - Meteorology and Atmospheric Science
	Emilee Fisher (enf5182@psu.edu)

	16409 - Dutton e-Education Institute
	Suzy Hartz (svh6185@psu.edu)

	16410 - Earth and Environmental Institute
	Aime Jones (anj84@psu.edu)

	16411 - Energy Institute
	Aime Jones (anj84@psu.edu)

	16412 - Associate Dean Educational Equity
	Olivia Ripka (orr3@psu.edu)



The EMS FPAC Team is also available to help troubleshoot and answer questions – please contact ems-fpac@psu.edu if you have questions about open tickets or reports, account information, or processes in general.
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