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I. Manage cardholders in your School/Center/ORG for business needs and 

financial risk management 

 
1. How do you view for an active cardholder? 

a. Create “Card Stats – Indv” report in BoA WORKS® and select the “Card Active” filter 

to “Yes” (see Figure 1: “Card Stats – Indv” report) Click here for detailed instructions 

on running this report. 

b. Remove the default filter, “Card Modify Date” under the Report Options. 

c. Review all active cardholders and determine if any card account needs to be closed 

d. To submit a request to close a cardholder’s account, use the following link:  

e.  Figure 1: “Card Stats – Indv” report template without a filter 

http://cms.business-services.upenn.edu/penntravel/images/stories/PennTravelCard/boawksrptcardstats.pdf
http://cms.business-services.upenn.edu/penntravel/images/stories/PennTravelCard/boawksrptcardstats.pdf
http://cms.business-services.upenn.edu/penntravel/images/stories/PennTravelCard/boawksrptcardstats.pdf
https://cms.business-services.upenn.edu/purchasing/policies-a-forms/forms/index.php?option=com_form&form_id=8
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2. Does each cardholder have an adequate credit limit? 

a. Credit limit information for each cardholder is listed on the “Card Stats – Indv” 

report 

b. The credit limit can be changed for business needs and risk management from the 

default credit limit of $15,000 through Card Administration in $5,000 increments. 

c. Submit cardholder’s credit limit change request. 

https://cms.business-services.upenn.edu/purchasing/policies-a-forms/forms/index.php?option=com_form&form_id=7

