[image: C:\Users\adam.rico\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\J33KYSUO\FI$Cal Blue long logo-300.png]	

[bookmark: _GoBack]Creating a Cardholder Profile and Adding Designated Departmental Proxies 1.0
Supplemental Job Aid

Date: 08/12/2015

Target Audience: Department P-Card Maintainer

Purpose: This Job Aid provides Department P-Card Maintainer with instructions on how to create a P-Card cardholder profile and add the designated departmental proxies in FI$Cal.

NOTE: This is a temporary job aid which will be retired after FTA training materials have been updated.

Creating a Cardholder Profile and Adding Designated Departmental Proxies:
Step 1: Log into FI$Cal Production System. Navigate to the Cardholder Profile page.
Navigation: Main Menu  Purchasing  Procurement Cards  Definitions  Cardholder Profile













Step 2: Enter the last and first name of the cardholder which you want to create a cardholder profile for in the Name field (Search format: lastname,firstname).
Click the Search button. 
NOTE: There may be many state employees with the same name. If this is the case, reach out to your department labor distribution team to confirm the employee ID for the P-Card cardholder in your department. This will ensure that the cardholder profile is created for the correct Employee/Employee ID. 
Please note that the cardholder, P-Card and Managing Account data used on this job aid are not real employee data.
[image: ]
Step 3: Click the Card Data tab
[image: ]
Step 4: Click the Business Unit icon and select your Business Unit number from the list
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Step 5: Click the Card Issuer icon and select the appropriate USB from the list
[image: ]


Step 6: Enter the 16 digits card number in the Card Number field
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Step 7: Enter the 16 digits managing account in the Managing Account Number field
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Step 8: Click the Calendar icon and enter the Expiry Date
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Step 9: Click the down arrow for Card Type and select “Visa” from the list
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Step 10: Click the Calendar icon and enter the Date Issued:
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Step 11: Click the Additional Information tab
[image: ]
Step 12: Click the Proxies hyperlink
[image: ]

Step 13: Click the User ID icon and select the appropriate User ID from the list
[image: ]



Step 14: Click the *Role down arrow and select the assigned departmental P-Card System role for the User ID in Step 13.
NOTE: Access to P-Card transactions is assigned at the card number level. This means that only the employees who were given a proxy role on the specific P-Card number will be able to view, reconcile, or approve the P-Card transactions associated with that particular P-Card. Each P-Card Cardholder profile must have at lease one Department P-Card Reconciler, one Department P-Card Approver, and one Department P-Card Maintainer. This will allow the department to reconcile and approve the P-Card transactions in FI$Cal. In addition, the Department P-Card Maintainer can create, add, or update a P-Card Cardholder profile. 
P-Card System Roles:
1. Department P-Card PO User or Department P-Card Req User
2. Department P-Card Reconciler
3. Department P-Card Approver
4. Department P-Card Reviewer
5. Department P-Card Maintainer 
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Step 15: Repeat Step 13 and Step 14 until all designated departmental P-Card system roles are assigned.

Step 16: Click the OK button when all P-Card system roles are assigned
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Step 17: Click the Default Distrib link
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Step 18: Click the Account icon and select the appropriate Account number from the list. The Alt Acct will be auto-filled once the Account number is selected. 
Click the OK button
[image: ]

Step 19: Click the Save button. The newly created Cardholder Profile and its proxy assignments are saved.
[image: ]

You have successfully created a P-Card cardholder profile and added the designated departmental proxies in FI$Cal.
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