DEPARTMENTAL HOSPITALITY CARD
Information Guidelines

HOW TO ADD MONEY TO YOUR DEPARTMENTAL HOSPITALITY

CARD

1. Goto SFNET.

2. Under the Campus Services option, choose Campus Card Office .
3. Under the section titled Departmental Hospitality Card , click on

Departmental Hospitality Card Transfer Form.

4.
5.

Enter the information indicated on the form.
Click the Submit button to forward the information to the appropriate parties.

The funds should be available on your card within 24 hours. If you have any
guestions regarding the funds on your card, please call the Campus Card

O

ffice at ext. 5315.

HOW TO CHECK THE ACTIVITY ON YOUR DEPARTMENTAL
HOSPITALITY CARD:
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Other Options Available for the Departmental Hospit ality Card
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You can give permission to up to four other persons to have access to
the account by clicking on the Grant additional access _ option. This
will allow another person in the department to view activity on the Card.

PLEASE NOTE: This is the same option used by the students to place
money on their Campus Card. You will NOT be using the ADD CASH
NOW option. All transactions must be completed through the form
located on SFNET.

Use the Low Balance Warning _option when you want to receive

an email if the balance on your Departmental Hospitality Card falls
below a certain dollar amount.

If you lose your card, you can click on the Lost/Stolen Card _link
and deactivate your card. CAUTION!!! Make sure your card is

really lost or stolen before choosing to deactivate. See the Campus
Card office immediately.

The Automatic Deposits _ option is not usable for the Departmental
Hospitality Card.

Should you have any questions,
contact the Campus Card Office at ext. 5315.



