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Navigate to UAB

PCard -- View and Edit | Seareh
Proxies UAE AP End User
e Click the 3-lined
navigator button in UAB Effort Report User ment
the top left corner
of the Oracle home UAE FN Document Entry/Approval = - x !
page UAE FM Trainer General Ledger !
e Select UAB FN €
Document UAB GA End User Purchasing Il
Entry/Approval
e Locate and select UAE GLEnd User Document Locator K
UAB PCard -- View i
UAB OnBase FN Campus ACcess Personal Worklist m

and Edit Proxies

UAE Report Viewer Fayment Request

UAB Self Service Applications

=
UAB Report Viewer - Administrator [ Electronic Distribution
[@ PCARD Review

UAB Sunflower Custom Reports UAE PCard - View and Edit Proxies

UAE View Ouiput/Log Other Users Rei

The View and Edit = LM RSAWA AT BIRMINGHAM UAB FN Document EntrylApproval
PCard Proxies form
will open in your

View and Edit PCard Proxies

Oracle browser Select PCard
instance PCard ID: Q
e The Default view
. . PCard Info
will display PCard
Proxies — Non- peard 1o ’
. Account Name Card Last Four
Cardholder View Card Holder Name Card Holder Blazer ID
0 I tI S h Card Holder Org Name Card Holder Employment Category
nly untif a >earc PCard Proxies - Non-Cardholder View Only
is completed ST
Delet Proxy Proxy  Employment Employment Primary Job Primary Org Record Record
elete BlazerID Name  Type Category Title Name Created By Creation Date

No search
conducted
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Select the appropriate View and Edit PCard Proxies

P-Card Select PCard
. PCard ID: 0&-[
1. Click the [ Search | Clear | —_—
H H H Search and Select: PCard ID: X
magnifying gléss N i -
the PCard ID field =
PCard ID To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button
2- SearCh by PCGf'd [EET LT Search By Card Last Four ~
Card Holder Name
Internal ID, Card Card Hoder Org Name Results
Last 4, Account PCard Proxies-Non-(iard::l:er: Selece Quick PCard Intermal Efr:l: AccountName  CordHoldsr - CarIHOIOer ¢ e Org Nare
Name, Cardholder o =
Delete Proxy Blazer ID Pe h 5
Name’ Ca,-dho/der No search conducted. =
Canggh Select
BlazerlID, or U
Cardholder Org
Name from the
Search By
dropdown, and
click the Go button
3. Select a card if
more than one
exists
4. Click Select
Back on the Select View and Edit PCard Proxies
PCard screen,
. Select PCard
e Click Search
— The PCard Info L a
. . EIEI Clear
section will
populate with PCard Info
the selected
card’s details PCard 1D T :
Account Name = Card Last Four B
Card Holder Name L ", Card Holder Blazer ID
Card Holder Org Name 113000010 Card Holder Employment Category 01
Financial Affairs
Training
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e Non-Cardholders Non-Cardholder View

will have view-only View and Edit PCard Proxies
privileges for all
cards and no edit

Select PCard

rivileges for an PCard ID: |-y .18 Q
priviieg y
card

e Cardholders will PCard Info
have view PCard ID S -
privileges for all Account Name o Card Last Four ]
cards and edit Card Holder Name w5 Card Holder BlazerID |/ &
privileges for their Card Holder Org Name - Card Holder Employment Category 01
card(s) only -

PCard Proxies - Non-Cardholder View Only

Q |  Add New Proxy

o Record
Proxy Proxy Employment Employment . . Primary Org  Record .
Desete BlazerID Name Type Category Hemenobllite Name Created By g;el:hon
. B AG212E2 Program el P
s s ~HH 0 Adminisrator I 5 = M |13-0CT-2023
L FF217E1.Financial s u
— - 01 omcer| sl [ e U] 13-0CT-2023
Cardholder View
View and Edit PCard Proxies
Select PCard
PCard ID: oo Q
[search |
PCard Info
PCard ID | *
Account Name LR Card Last Four |
L
Card Holder Name e - Card Holder Blazer ID .
Card Holder Org Name 113000010 Card Holder Employment Category 01
Financial Affairs
Training

PCard Proxies - Cardholder Proxy Maintenance -- **You can edit Proxies for this card™™

Q Add New Proxy
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PCard Proxies - C

holder Proxy Maintenance -- “*You can edit Proxies for this card™™

As a Cardholder, to
add a Proxy to your
card, in the PCard
Proxies section:

1. Click the
magnifying glass in
the user search
field

2. Use the Search By
dropdown and field
to locate an
employee — click
Go to search

3. Select the desired
employee

4. Click the Select
button

Once the field has
populated with their
information,

e Click the Add New
Proxy button

You will receive a
Confirmation asking if
you would like to
proceed

e Click Yes

A Confirmation will
appear at the top of
the page

e Added proxies will
appear under the
PCard Proxies
header in a table

e To delete any proxy
from a card, click
the trash can in the
Delete column
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Q Add New Proxy

Proxy Blaze

Delete

No resulis found.
Search

To find your item, select a ﬁ\leram the pulldown list and enter a value in the text field, then select the "Go™ button

Search By Blazerld oF | Go |

Blazerid
(=TS FullName
Qi EmployeeNumber
Select | OrgName lIName

O] ® smar ey — ' ool ' mamm sy Taasamy

m

Cancel j§ Select

Note: You can search using the BlazerID, Full Name [Last, First], Employee
Number, or Org Name from the Search By dropdown

PCard Proxies - Cardholder Proxy Maintenance -- “““You can edit Proxies for this card*™*

CON Add New Proxy

Delete
No results found

Proxy Blazer ID Proxy Name Employment Type Employment Category

[l; Confirmation

Do you want to add Blazer ID : & &% as a Proxy for PCard : SR

[Z5 Confirmation
Record has been saved successfully
View and Edit PCard Proxies

Select PCard
PCard ID mm Q

PCard Info

PCard ID .
Account Name
Card Holder Name -
Card Holder Org Name ™ [

Card Last Four
Card Holder Blazer ID -
Card Holder Employment Category

PCard Proxies - Cardholder Proxy Maintenance -- “*You can edit Proxies for this card™™
a

Delete Froxy Blazer Employment  Employment
0 Type

Category

o L - L oy | -

Record Created  Record Creation

Proxy Name o

Primary Job Title Primary Org Name
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