PROCUREMENT CARD MASTER
TRAINING MANUAL

The Card Master is a database residing in SAP and contains cardholder and card information for
University of Kentucky procurement cards. It is designed to provide information that will help the end
user place orders, control access to review, edit, and approve cardholder transactions, reconcile ledger
sheets, and keep track of cards in your area. To access information in this database, one or more of the
following SAP transactions can be used.

I. ZMM_PROCARD_SEARCH

Use this transaction to search for the name of a procurement cardholder and the corresponding editor
names and email addresses.

Step 1 - In the control box, type ZMM_PROCARD_SEARCH

4 | zmm_procard_search B 0dE GG BEE DN A0R ) mlﬁ | () [0
SAP Easy Access A
03l | (2| (ol 382 | [~ ][]

[ ] Favorites
[ [J 5AF menu

Step 2 — Type in the P number and press Enter or click on the green check circle at the top left of the
screen.

NOTE - To leave this screen without entering a P Number, type anything in the P number box and then
click the green back arrow button.



Look Up Prodyrd by P-Number

FO0293238 |DIAGMNO. . [Melanie Rizk MARVIMNA @BEMAIL. LKy EDL [Marianne Feter... [MPETE 2 @EMAIL UKy EDLU T-FID0Z7 |[MPETEZ@EMS

Step 3 — To search for another card, click on the back arrow button and repeat Steps 1 and 2.
Step 4 — To exit the screen, click on the green back arrow button twice.



1. ZMM_PROCARD_DISP

Use this transaction to display cardholder and card information. Only cards assigned to employees in
your organizational unit (as defined in HR) will be displayed.

Step 1 - In the control box, type ZMM_PROCARD_DISP

% | zrmm_procard_disp J @ BHE N5 EE G

SAP Easy Access
| & | &5 2| vl

P [ Favarites
[ [ SAF menu

Step 2 — Enter the Person ID and Assignment (PERNR)

PROCARD Application

|6’¢= Dizplay Employee ||. Search All Cards |

FPROCARD Card Application

(Pull dowwn for name search)
Emplavee Search Person ID POOO416E @

Assignment(PERMNR) 4160




Step 3 — Click on & Display Employee

PROCARD Application - Employee Data -

Step 4  Click on [ List Existing PROCARDS

PROCARD Application - Employee Daia -

= & T & B cEH T EE| 6

HYBOYD2GEMAL UKY ECU




Step 5 - To display card information in a record format, click on the P number.

PROCARD Application Data Entry

= Elacktctl\Eist [ Mest Card in List

PROCARD Application Entryi

Person ID  QOQ0041E60 Helen Y Boyd
Assgnmi(PERMR) 4168 Email Address  HYBOYD2REMAIL . UKY . EDU
Company Code uKoe
Street Address CoOM DEARMS OFFICE Crganization Unit ¥HOOO
Street Addr 2 M50 MED SC| BLDG Cost Object 1012080860
City LEXIMGTOM Secondary Cost Object
State K GIL account 5403428
Fip Code 405360298
P-HMumber Spending Limits
PE143624 Single Transaction Limit § 5, 000 . 80
Second Row Embossing COM DEANS OFFICE Transactions per Day Lirmit 99

mMonthly Expenditure Limit $ 10,000, 00
Transactions per Month Limit 99

Card Status & Authorizations
Termination Reason Airline Tickets
Auto rental

Hotel Lodging

Approving Supervisor's Name Trish Polly Approving Deanfadrmin officer TRISH POLLY
Approving Supervisor Email PTPOLLEEREMAIL . UKY .EDU Dean's Email PTPOLLEAEEMAIL . UKY . EDU
Editor's I LRICH1 Lori Mashburn Editor's Etnail LRICHTEEMATIL . UKY . EDU
Editor 2 ID  MPETEZ2 Marianne Petersaon MPETEZEEMAIL . UKY .EDU
Editor 3100 T-FI@O3¥ T-FIGQA3T MPETEZEEMAIL . UKY . EDU

MNOTES:

Step 6 - To see another record, click on | & BackioList | o [ NextCardin List
Step 7 — To leave the transaction, click on the green back arrow button twice and then click on the
yellow exit arrow button.



Alternative Process

If you are unsure of the Person ID and PERNR or you wish to display all cards in your organizational
unit, do the following:

Step 1 - Click on Search All Cards

PROCARD Application

|6’Q(= Display Emplnyee‘ |. Search AIICards|

PROCARD Card Application

{Pull dowen for name search)
Employvee Search Ferson D [%
Assinnment(PERMRY [#

Step 2 - Press enter when the info box appears to bypass it

PROCARD Application

|6’cr’ Display Employee Hi Search All Cards

FROCARD Card Application

(Pull dowen for name search)
Employee Search Person ID [
AssignmentPERMNRY &




Step 3 - Enter your search criteria
NOTE: You must enter at least the Company Code

Search All Procards

|- Search &ll Cards |

Company Code UEDD

Org. Unit | [=)to

Card Mumber

P Murmber

Cost Ohject to

Card Status tAactive (Plending (Siuspended, (Tiermin

Step 4 - Press enter or Click on [l search Al Cards

Search All Procards

¥la T Ee ||

FPersan ID-- FPERMR-- |Firstha... |k LastMa.. |P hbr---- [Org.Unit Address-. | Editor- Edita Editar----... | Email Addresg-------------------
00004160 00004160 |Helen hd Boyd 5143624 | THOOO COM DE... |Lori Mashburn |Marianne Peter... | T-FI0037  |HYBOYD2@EMAIL UKY.EDL
oooay142 00007142 |Larene Richards...\Mashburn [POE81804 | THOOO COLL. Q.. LRICH1 @UKY.EDU
000474590 (Jason T Mitchell P5461198 | YHOOO COwM DE... |Lori Mashburn |Lori Mashburn | Trish Polly
00048311 |Jay A Perman  |P7448250(7HOOO COLL 0., |Lori Mashburn [Lori Mashhurn | Kristine
000458311 |Jay A Ferman |P7448250|7HOO0 COLL 0. [Lori Mashburn |Lori Mashburn  |Kristine .. |JAPERM2@UIKY.EDU
00047440 |Jason T Mitchell  |P5461198 |7HO00 COM DE... |Lori Mashburn |Lori Mashburn | Trish Polly |JMITCS@EMAIL UKY.EDU




Step 5 - To display card information in a record format, click on the P number.

PROCARD Application Data Entry

= Elacktctl\Eist [ Mest Card in List

PROCARD Application Entryi

Person ID  QOQ0041E60 Helen Y Boyd
Assgnmi(PERMR) 4168 Email Address  HYBOYD2REMAIL . UKY . EDU
Company Code uKoe
Street Address CoOM DEARMS OFFICE Crganization Unit ¥HOOO
Street Addr 2 M50 MED SC| BLDG Cost Object 1012080860
City LEXIMGTOM Secondary Cost Object
State K GIL account 5403428
Fip Code 405360298
P-HMumber Spending Limits
PE143624 Single Transaction Limit § 5, 000 . 80
Second Row Embossing COM DEANS OFFICE Transactions per Day Lirmit 99

mMonthly Expenditure Limit $ 10,000, 00
Transactions per Month Limit 99

Card Status & Authorizations
Termination Reason Airline Tickets
Auto rental

Hotel Lodging

Approving Supervisor's Name Trish Polly Approving Deanfadrmin officer TRISH POLLY
Approving Supervisor Email PTPOLLEEREMAIL . UKY .EDU Dean's Email PTPOLLEAEEMAIL . UKY . EDU
Editor's I LRICH1 Lori Mashburn Editor's Etnail LRICHTEEMATIL . UKY . EDU
Editor 2 ID  MPETEZ2 Marianne Petersaon MPETEZEEMAIL . UKY .EDU
Editor 3100 T-FI@O3¥ T-FIGQA3T MPETEZEEMAIL . UKY . EDU

MNOTES:

Step 6 - To see another record, click on | BacktoList| o Bl Mext Cardin List
Step 7 — To leave the transaction, click on the green back arrow button twice and then click on the
yellow exit arrow button.



1. ZMM_PROCARD_UPDATE

This transaction provides administrative personnel access to display cardholder and card information for
their unit/college/division. In addition, it is used to update those individuals who have authority to

review, edit, and post a procurement cardholder’s transactions.

Only users that have been given approval by the Business/Budget Officer or other Administrative
Officer will be given access to this transaction. Request to be added should be sent to the Procurement

Card Administrator at procard@email.uky.edu.

Step 1 - In the control box, type ZMM_PROCARD_UPDATE

e n  SHE OO EFE ) @

L% | zrm_procard_update g =
SIiP Easy Access
L= | )| 82| v«

B[] Favorites
P (3 AP menu

Step 2 — Enter the Person ID and Assignment (PERNR)


mailto:procard@email.uky.edu

PROCARD Application

© resnppoosee  [3




Step 3 — Click on % Dispiay Employee

PROCARD Application - Employee Dala -

List Existing PROCARDS

External Person D 0004163
Assignment(PERKRY 4160

MName

Helen N Boyd
Organ.Unit 1812000860 MEDICIMNE-DEANS OFFICE
MR T 50 LIk C

Work Fhone Email Address

Step 4 — Click on List Existing FROCARDS

2 2 0 ¢@@ CHE D000 R @F

Search [3ll Procards

FaFF O BTRATIR B4 B

FPersan ID-- PERMR-- |FirstMa... |MM LastMa... |P Mbr--- | Org.Unit Address-...|Editar: Editar- Editar----... |Email Addresg-------------
00000106 00000106 |Alexander |G Rabchey.. |PO025210 (THO16 SCOBIRC |Melanie Rizk  |Marianne Peter...|T-FID037 |AGRAB@EMAIL.UKY.ED|[«]
aoooo1145 00000115 |Alfred B Young POGBZEAY (THES3 SURGE.. BYOUNT@EMAIL UKY E|[+]
00000146 00000146 [Alicia Jill Colliver  |P4025454 |THO25 MARKEY... ALICIACOLLIVER @ ]
aooooqea 000001839 |Alyson H Gibson  |PBEE3388 (THO25 MARKEY... AHGIBS2@EMAIL UKY B
00000232 00000232 |Amy Lynn Christian |P00288491 (THO23 APPALA. [Melanie Rizk  [Marianne Peter.. |T-FI0037 =
00000309 00000309 [Andrew R Fulito POD32257 | 7HBST SURGE... ARPULIEBEMAIL UKy .ED
00000346 00000346 [Angela Schuma... |PSEB0513 | 7H100 ANATOM... ASCHUZ@EMAIL UIKY.E
oooon44s 00000445 [Anna 8 Rockich  |PO036018|7H850 SURGE... AROCKICH@EMAIL L
00000465 00000465 (Annadora Bruce-k... |PO0B0122|7HOS ANATOM... ABRUCE@EMAIL UKY.E
00000615 00000615 |Avalon Sandoval |P0358947 (7H100 AMATOM... ASANDT @EMAILUKY.E
00000653 00000653 [Barbara [T Izaac PO424528 | THEOO PATHOL... BISAACEEMAIL UKY.ED
ooooo0g923 00000923 |Bintaao Pan PO03B00T [THE53 SURGE.. BTPAN@POP UKY.EDLU
aooofo12 00001012 {Brenda |J Smith P1065271 [THOBO UKCTR .. BISMITH@EMAIL. IKY.E
oooo10s0 00001050 (Brenda G Ingram P8578563 | THY50 PHYSIC... BGINGR 2@EMAIL. LIKY.H
oooo1104 00001105 (Brian R MacPher... |PO7EE308 | 7H100 ANATOM... BRIAMN.MACPHERSOMN @]
oooo1117 00001117 (Brian A Jackson  [PO028941 |TH7S0 PHYSIC... JACKSOMEEMAIL UKY.
00001257 00001257 (Carol F Swiderski |P2465381 | TH360 INTERM... CAROLEWIDERSKIE@U




Step 5 - To display card information in a record format, click on the P number.

PROCARD Application Data Entry

= Elacktctl\Eist [ Mest Card in List

PROCARD Application Entryi

Person ID  QOQ0041E60 Helen Y Boyd
Assgnmi(PERMR) 4168 Email Address  HYBOYD2REMAIL . UKY . EDU
Company Code uKoe
Street Address CoOM DEARMS OFFICE Crganization Unit ¥HOOO
Street Addr 2 M50 MED SC| BLDG Cost Object 1012080860
City LEXIMGTOM Secondary Cost Object
State K GIL account 5403428
Fip Code 405360298
P-HMumber Spending Limits
PE143624 Single Transaction Limit § 5, 000 . 80
Second Row Embossing COM DEANS OFFICE Transactions per Day Lirmit 99

mMonthly Expenditure Limit $ 10,000, 00
Transactions per Month Limit 99

Card Status & Authorizations
Termination Reason Airline Tickets
Auto rental

Hotel Lodging

Approving Supervisor's Name Trish Polly Approving Deanfadrmin officer TRISH POLLY
Approving Supervisor Email PTPOLLEEREMAIL . UKY .EDU Dean's Email PTPOLLEAEEMAIL . UKY . EDU
Editor's I LRICH1 Lori Mashburn Editor's Etnail LRICHTEEMATIL . UKY . EDU
Editor 2 ID  MPETEZ2 Marianne Petersaon MPETEZEEMAIL . UKY .EDU
Editor 3100 T-FI@O3¥ T-FIGQA3T MPETEZEEMAIL . UKY . EDU

MNOTES:

Step 6 - To see another record, click on | & BackioList | o [ NextCardin List
Step 7 — To leave the transaction, click on the green back arrow button twice and then click on the
yellow exit arrow button.



Alternative Process

If you are unsure of the Person ID and PERNR or you wish to display all cards in your organizational
unit, do the following:

Step 1 - Click on Search All Cards

PROCARD Application

|6},’= Display Emplnyeé |. Search AIICards|

PROCARD Card Application

(Pull down far narme search)
Ermployee Search Person ID [
Assignment(PERMRY [

Step 2 - Press enter when the info box appears to bypass it

PROCARD Application

& Display Employee [l Search all Cards |

FROCARD Card Application

(Pull down for name search)
Employee Search Person ID [
AssignmentiFERMNRY &




Step 3 - Enter your search criteria
NOTE: You must enter the Company Code and one other search criteria.

SRR R | RN

Search All Procards

[ Search Al Cards

Company Code ukoo
Org. Unit 7hoeoa o Th9999|@
Card Number to
P Mumber
Cost Object to

Card Status (Aactive, (Frending, (Siuspended, (Tyermin

[ search &l cards

Step 4 - Press enter or Click on |

Search [}l Procards
| @

<T@ T EEE

FPerson ID-- FERMR-- |FirstMa... |hkl LastMa... |P Mbr--- | Org.Unit Address-.|Editor Editor- Editar----_.. |Email Addresg-------------
00000106 00000106 [Alexander |G Rabchey.. [PO025210|7HO16 SCOBIRC |Melanie Rizk  |Marianne Peter...|T-FI0037 |AGRAB@EMAIL.UKY.ED|[+]
00000114 00000115 |Alfred B Young POBS286Y |THB53 SURGE... BYOUNT @EMAIL UKY E|[+]
00000146 00000146 |Alicia Jill Colliver  |P4025454 | THO25 MARKEY... ALICIA COLLIVER @U
ooooo1ea 00000189 |Alyson H Gibson PEEE3388 | THO2S MARKEY... AHGIBS2@EMAIL UKY B
oooooz3z 00000232 | Ay Lynn Christian |PO028851 |7HO23 APPALA.. |Melanie Rizk Marianne Peter... | T-FIO037

00000309 00000309 |Andrew R Fulito POO32257 | THE5T SURGE.. ARPULIEEMAIL UKy EC
00000346 00000346 |Angela Schuma... |PSEE0513 | 7H100 AMATOM... ASCHUI@EMAIL UKY E
00000445 00000445 (Anna K Rockich  [PO036013|7HE50 SURGE... AROCKICH@EMAILLY
00000465 00000465 [Annadora Bruce-K... |PO080122|7HO81 ANATOM... ABRUCE@EMAIL.UKY.E
000006145 00000615 [Avalon Sandoval [P0358947|7H100 AMATOM... ASAND1 @EMAIL UKY E
00000653 00000653 [Barbara  |T Isaac P0424528 |THEOD PATHOL... BISAACEEMAIL UKY ED)
00000923 00000923 |Bintao Fan POO36001 | 7HE53 SURGE.. BTPAM@POP UKY EDL
ooooq012 00001012 |Brenda J Smith P1065271 | THOGO LK CTR .. BJSMITH@EMAIL. LIY.E
ooooq0s0 00001050 |Brenda G Ingram PE5Y8563 | THI50 PHYSIC... BGINGR2@EMAIL UKY.H
oooo1105 000011045 |Brian R MacPher.. |POYEE308 | 7H100 AMATOM... BRIAN MACPHERSOMN &
0ooo1117 00001117 |Brian A Jackson  [PD028341 [TH7S0 PHYSIO... JACKBSON@EMAILUKY.
00001257 00001257 |Carol F Swiderski [P2465381 | TH360 INTERM... CARCLSWIDERSKI@U




Step 5 - To display card information in a record format, click on the P number.

PROCARD Application Data Entry

= Elacktctl\Eist [ Mest Card in List

PROCARD Application Entryi

Person ID  QOQ0041E60 Helen Y Boyd
Assgnmi(PERMR) 4168 Email Address  HYBOYD2REMAIL . UKY . EDU
Company Code uKoe
Street Address CoOM DEARMS OFFICE Crganization Unit ¥HOOO
Street Addr 2 M50 MED SC| BLDG Cost Object 1012080860
City LEXIMGTOM Secondary Cost Object
State K GIL account 5403428
Fip Code 405360298
P-HMumber Spending Limits
PE143624 Single Transaction Limit § 5, 000 . 80
Second Row Embossing COM DEANS OFFICE Transactions per Day Lirmit 99

mMonthly Expenditure Limit $ 10,000, 00
Transactions per Month Limit 99

Card Status & Authorizations
Termination Reason Airline Tickets
Auto rental

Hotel Lodging

Approving Supervisor's Name Trish Polly Approving Deanfadrmin officer TRISH POLLY
Approving Supervisor Email PTPOLLEEREMAIL . UKY .EDU Dean's Email PTPOLLEAEEMAIL . UKY . EDU
Editor's I LRICH1 Lori Mashburn Editor's Etnail LRICHTEEMATIL . UKY . EDU
Editor 2 ID  MPETEZ2 Marianne Petersaon MPETEZEEMAIL . UKY .EDU
Editor 3100 T-FI@O3¥ T-FIGQA3T MPETEZEEMAIL . UKY . EDU

MNOTES:

Step 6 - To see another record, click on | BacktoList| o Bl Mext Cardin List
Step 7 — To leave the transaction, click on the green back arrow button twice and then click on the
yellow exit arrow button.



To Change Editor IDs

Step 1 — Do Steps 1 through 5 as shown above.

IWROCARD Application Data Entry

[ Backto List

[ Mext Card in List & Update Card & Disp Change History

Person |D OBOB4119
Assghmi(PERMNRY 4119
Company Code  UKBE

Hatirm

Street Address MEDIZINE/PEDIATRICS ¥FP

Street Addr 2 "RM J453, Ky CLINIC"

City LEXINGTOMN

State kY

Zip Code 405360254
P-Mumber
FOZ2O3263

Second Row Embossing MEDICINE/PEDIATRICS PP

Card Status &
Termination Reason

Authorizations
Airline Tickets
Auto rental

Hotel Lodging
Approving Supervisor's Name  Jill Lowry

Approving Supervisor Email JILL . LOWRYREMAIL . URY . EDU
Editor's D MARYIM1
Editor 2 1D MPETEZ
Editor 31D T-FIQO37

Melanie Rizk
Harianne Petersan
T-FI0DB3T

Email Address

FROCARD Application Entry

Cimar
HATIM. OMARBUKY . EDU

Qrganization Unit THEST
Cost Object 1813197630
Secondary Cost Object
GIL account 540343

Spending Limits
Single Transaction Limit§ 5, 080 . 00
Transactions per Day Limit 99
Monthly Expenditure Limit $ 5, B0E . 80
Transactions per Month Limit 99

Approving Deanfadrmin officer JILL LOWRY
Dean's Email JILL.LOWRYREMAIL . UKY . EDU
Editor's Email MARYIN1BEMAIL . UKY . EDU
MPETEZEREMAIL .UKY EDU
MPETEZEREMAIL .UKY EDU
MOTES:

Step 2 - Place your cursor in the box that displays the Editor ID you wish to change.




Step 3 — Enter the new ID and press Enter.

PROCARD Application Data Entry
(] BacktoList| B Mext Card in List ¥ Disp Change Histary

FROCARD Application Entry

Person |0l 0O0E4119 Hatirm amar
Assgnmi{FERMNR) 4119 Email Address HATIM. OMARBLUEY . EDU
Company Code 1140 ]
Street Address MEDICINE/FEDIATRICS PP Cirganization Linit THEST
Street Addr 2 "R 1453, Y CLIMIC! Cost Ohject 1013197630
City LEXIMGTORM Secandary Cost Object
State K GiL account 540348
Zip Code 405360284
P-MHumber Spending Limits
FAZA3203 Sihgle Transaction Limit$ 5,000 .00
Second Row Embossing MEDICINE/PEDIATRICS YPP Transactions per Day Limit 99

Monthly Expenditure Limit $ 5, 000 . 00
Transactions per Month Limit 99

Card Status A Authorizations
Termination Reasan Airline Tickets
Auto rental

Hotel Lodging

Approving Supervisor's Mame  Jill Lowry Approving Deanfadmin officer JILL LOWRY
Approving Supervisor Ermail JILL . LOWRYEEMAIL . UKY .EDU Dean's Email JILL.LOWRYEEMAIL . UKY.EDU
Editor's 1D [M8RWIN1 Melanie Rizk Editor's Ermail marvini@email . uky . edu
Editor 2 I HMPETEZ Marianne Peterson mpetezemail . uky . edu
Editor 21D CJMELSO Cara BischaofTt cinelsOBemail . uky . edu

MNOTES:

The new ID, associated name and email address will populate in the appropriate boxes.



Step 4 — Click on %8 Update Card | an |nfo hox will appear.

PROCARD Application Data Entry

fd Backtolist [ MextCardin List & Update Card |85 Disp Change Histary

FROCARD Application Entry

Ferson D AO00G04119 Hatir’r% Qamar
Assgnmt(PERMNR} 4119 Ernail Address  HATIM.OMAREUKY .EDU
Company Code UK@e
Street Address MEDICIMNEFEDIATRICES YPF Crganization Unit THEST
Street Addr 2 "RM J453, KY CLINIC" Cost Object 1013197630
City LEXINGTOMN Secondary Cost Ohject
State K GiL account 540348
Zip Code 405360284
P-Fumkber Spending Limits
FEZB3Z203 Single Transaction Limit$ 5, 000 . 06
Second Row Embossing MEDICINE/PEDIATRICS YPFP Transactions per Day Limit 99

penditure Limit$ 5,000 .00
per Month Limit 99

1

¥ @

Approving Supeniisor's Mame  Jill Lowry Approving Deanfadmin officer JILL LOWRY
Approving Supervisor Email JILL  LOWRYBEMAIL . UKY . EDU Dean's Email JILL.LOWRYREMAIL . UKY .EDU
Editor's ID  MARWIN1 Melanie Rizk Editor's Email MARYIM1BEMAIL . UKY .EDU
Editor 2 I MPETEZ2 Marianne Peterson MPETEZREMAIL . UKY . EDL
Editar 2 I C.JMELSE Cara Bischoff CIMELSHREMAIL . UKY _EDU

MOTES:

Step 5 — Press Enter or click the green check box.

Step 6 — To change the Editor IDs on another card, click on 121 Next CardinList| o | B Backio List |
Step 7 — To leave the transaction, click on the green back arrow button and then the yellow exit arrow
button.

All other changes must be completed by the Procurement Card Administrator at
procard@email.uky.edu.



mailto:procard@email.uky.edu

SUMMARY OF CARD MASTER TRANSACTIONS

ZMM_PROCARD_SEARCH
Use this transaction to search for the name of a procurement cardholder and the corresponding editor
names and email addresses.

ZMM_PROCARD_DISP
Use this transaction to display cardholder and card information. Only cards assigned to employees in
your organizational unit (as defined in HR) will be displayed.

ZMM_PROCARD_UPDATE

This transaction provides administrative personnel access to display cardholder and card information for
their unit/college/division. In addition, it is used to update those individuals who have authority to
review, edit, and post a procurement cardholder’s transactions.



