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Customer Experience & Account Management Team



Who are we?

Human 
Resources 

(HR)

Finance & 
Business  
Services

Student 
Management 
& wellbeing 

(SALM)

Information 
Technology

(IT)

Procure-
ment

(including 
DETBuy)

1300 32 32 32

Log an online query

EDConnect provides a single 
point of contact for support

How do I reach 
EDConnect?



Benefits of using online query
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Benefits to you What happens behind the 

scenes?
• Convenient option

o Take your time – if you’re interrupted, 
you can come back to it later

o Log an online query at any time and we 
will get back to you during business 
hours. 

• Ask for support at a time that suits you 

• Provide all the details of your query and 
screenshots, so EDConnect can investigate 
without you waiting on the phone

• You’ll get a Remedy incident number 
to track

• Your query will be assigned to the 
relevant team to resolve

• The responsible agent will call you if 
they need more information before 
managing your issue and resolving the 
incident



You may receive an email invitation asking you to 

rate our service. And there is the opportunity to 

provide further feedback (suggestion, compliment 

or complaint).

Customer Satisfaction and Feedback Program

Feedback on 
a customer 
query

Customer 
feedback at 
anytime

Using the EDConnect webpage to provide 

feedback (suggestion, compliment or complaint) at 

anytime

https://education.nsw.gov.au/inside-the-department/directory-a-z/edconnect
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EDConnect puts the customer at the centre of 

everything we do!



PURCHASING CARDS

© NSW Department of Education | EDConnect

Graeme Northcote Senior Manager, Business Services, Operations

Angelique Christey Team Leader Purchasing Cards, Business Services



What is a Purchasing Card (PCard)?
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PCards ….

• are VISA credit cards issued by Westpac bank

• are a fast and cost effective alternative to purchase orders, petty cash, staff 

reimbursements, store accounts, cash advances and cheque payments

• eliminate staff being out of pocket due to using their own funds or personal 

credit cards to pay for business related expenses

• can be used for payments at point of sale, online or by phone

• have the same rules apply as with other payment methods

• are available to staff who make payments as part of their job. Any staff member 

who makes payments or buys goods and services as part of their role can be 

issued a PCard



Applying for a PCard
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Applications can be made online in ‘expense8’ which can be 

accessed via the staff portal



What can PCards be used for?
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• Schools should consider PCards as a primary method of payment for low 

value goods and services.  Ask “can I use my PCard to make this 

payment”, and if not, then pursue other purchasing methods

• PCards are not just for school executive staff and not just for emergency 

purchases

• PCards can be used for approximately 80% of the purchases made by 

schools

• Around 30% of all schools invoices are valued at less than $100. This 

provides an opportunity to improve the efficiency of the payment process

• PCards can be used for purchasing goods and services online, via the 

phone or in-store, without a purchase order



What can PCards be used for?
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• Stationery

• Excursions

• Library and text books

• Teaching resources

• Catering for official functions

• Travel

• iTunes apps

• Payment of monthly store accounts, 

e.g. Bunnings

• Small equipment

• Hardware and tools

• Landscape supplies

• Fuel for the lawn mower, trimmer etc

• Trades – where school funds are 

being used

Types of purchases PCards can be used for:



PCard roles
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There are three roles for using PCards:

1. Cardholder

• Cardholders must acquit their own transactions in ‘expense8’

2. Preparer 

• A Preparer can pre-enter transaction information and upload invoices on behalf 

of a cardholder in readiness for them to check and acquit

3. Reviewing Officer 

• The reviewing officer, reviews transactions and approves or does not approve
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Step 1: 

Make 

purchase

Step 2: 

Retain invoice 

or receipt

Step 3: 

Scan invoice 

or receipt

to expense8

Step 4:

Action the 

workflow email 

to acquit

Step 5:

Approval by 

reviewing 

officer

You can scan from 

mobile device or office 

machine

How does the PCard process work



How does the PCard process work- Acquittal



Transaction and monthly limits
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Transaction limit

• The transaction limit is the maximum you can spend in a single 

transaction

• Transaction limits are restricted to a maximum of $1,000 for Teachers, 

SAOs,SLSO, General Assistants and Farm Assistants

• You cannot split a purchase to stay under your transaction limit

Monthly limit

• The monthly limit is the total amount a cardholder is able to spend during 

the month

• The monthly limit should be decided in consultation with the Principal

• Monthly limits are reset on the 2nd or 3rd day of each month



Additional information on PCards
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