
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 
 

 
 
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. 
 
 



 
 

 
 
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. 



II. 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 
 

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

 
 



Step 3 – Click on  
 

 
 
Step 4 – Click on  
 

 
 



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

 
 
 
Step 6 - To see another record, click on  or  
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 
 

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

 
 



 
Step 3 - Enter your search criteria 

NOTE:  You must enter at least the Company Code 
 

 
 
Step 4 - Press enter or Click on  
 

 
 



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

 
 
Step 6 - To see another record, click on  or  
Step 7 – To leave the transaction, click on the green back arrow button twice and then click on the 
yellow exit arrow button. 



III. 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 
 

 
 
Step 2 – Enter the Person ID and Assignment (PERNR) 
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Step 3 – Click on  
 

 
 
Step 4 – Click on  
 

 
 



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

 
 
 
Step 6 - To see another record, click on  or  
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 
 

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

 
 
 



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

 
 
Step 4 - Press enter or Click on  
 

 
 



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

 
 
Step 6 - To see another record, click on  or  
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. 
 

 
 
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.  
 

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



Step 4 – Click on . An Info box will appear. 
 

 
 
Step 5 – Press Enter or click the green check box. 
Step 6 – To change the Editor IDs on another card, click on  or  . 
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. 
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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. 
 


