UW – Madison
Cardholder Account Setup Form Instructions

NEW – Check the “New” option and complete the following:



Cardholder Name – This should be the individual’s first and last name



Department Name & Address – Use your departmental mailing address

Site Manager Name – Enter the first and last name of the department Site Manager
Cardholder’s E-mail Address – To receive the bi-weekly Statement of Account reports

Default Funding – Enter the SFS default coding you would like assigned to your card



Cycle Credit Limit – Required



Single Purchase Limit - $5,000 or less



Transactions per Cycle – Number of transactions allowed per cycle

Cardholder Approvals – Cardholder, Site Manager, and Dean’s office signature required

CHANGE – Check the “Change” option and complete the following:



Cardholder Account # - Last 3 digits of the Visa card number required



Cardholder Name – Required



ANY field that needs to be changed

DELETE – Check the “Delete” option and complete the following:



Cardholder Account # - Last 3 digits of the Visa card number required



Cardholder Name – Required
