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	1.0

	Purpose: 
	
The ‘Assign Proxies’ page now allows an employee’s User ID to be removed from all the cards on which they were proxy. Before this change each card had to be accessed individually to remove a User ID.

This can assist agencies with the PCard maintenance of removing the user IDs of employees who have left the agency and had their roles removed for security. 


	Security:
	The PO Agency PCard Admin role is required to perform this function.  

	Navigation:
	Purchasing > Procurement Cards > Security > Assign Proxies

	1.
	Use the Search Criteria to locate the employee that needs to be removed as a proxy. 
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	2.
	Select the cards this employee should no longer be a proxy for and click ‘Delete’ and ‘Save’.
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	3.
	If the employee needs to be removed as a proxy from all cards, click the ‘Select All’ link before choosing ‘Delete’ and ‘Save’.
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	4.
	The user will be removed as a proxy on all the selected cards. 
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	5.
	The removed employee will no longer be listed in the Proxies for the Card in Cardholder Profile.
	Navigation: Puchasing > Procurement Cards > Definitions > Cardholder Profile
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	Note:
	User IDs without roles assigned can no longer be removed from the Cardholder Profile directly. 



	Page 1 of 2

image3.png
Assign Proxies

Enter any information you have and click Search. Leave fields blank for a list of all values.
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