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Before opening the ProCard Change Request Web Form collect the required information needed to 

process the change. The change requested for a ProCard holder can be permanent or temporary 

depending on the circumstances. The types of changes that can be made to an active ProCard are 

listed below.  

 

Single Purchase Limit 
(temporary change only with 

specified date range) 
Account Codes Reconciler Change 

Change Monthly Billing Cycle 
Limit 

Name Change Other 

Home Address Approver Change  

 

When the webform is first opened, select “Continue” at the bottom of the screen to activate the 

form. From “Start” select if the change request will be “Permanent” or “Temporary”. If the change is 

temporary complete the date range that the change will be in effect for. For both permanent or 

temporary changes fill in the name of the card holder and the last 4 digits of the card. Select the 

ProCard items that need to be changed. Information is required in all yellow spaces with a * (red 

star).  

 

 

 

 

 

 

 

 

https://secure.na4.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCCsE4n3byXH5sSDvdpScqQKn8A17okNGGq4ZRJ4NZp-7N5EioSGBlaleLhBntY6SA*
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The example below shows a permanent change request for the monthly billing cycle amount and 

the approver. The yellow spaces with a * (red star) are required for the requested change(s).  
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A reason for the ProCard change request is required to be entered on this form. Once all the 

required fields are completed a “Click to Approve” tab will appear at the bottom of the page. 
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Once the “Click to Approve” tab has been selected a pop-up form will appear prompting the 

requestor to add the name and email address of the supervisor or manager who will approve the 

request for the ProcCard change, enter the supervisor or manager name and email address then 

select “Next” 
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A new message will appear prompting the requestor to add their name and city email address ,next 

select “approve”  

 

The requestor will receive a verification email from Adobe Sign.   
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The requestor will check their City email account for a “confirmation email” from Adobe Sign.  Open 

the email and select “confirm my email address”. Once this is done the ProCard Change Request 

form will be emailed to the supervisor or manager for electronic signature.    

 

 

 

 

 

Once the ProCard Change Request form is electronically approved by the supervisor or manager 

and Purchasing all parties will receive a copy of the signed form and audit page. Purchasing will 

process the requested change and file the form.    

 

 

 

 

 

 


