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Cardholder Role Appointment

Cardholder Role Appointment
Welcome to Procurement Integrated Enterprise Environment (PIEE). This demonstration contains audio narrative. Please adjust

your volume accordingly. This presentation provides an overview of the Cardholder (CH) appointment initiated by an A/OPC or
O-A/OPC.

Step 1

The first step in the process is appointing a CH. In this demonstration the appointment process starts by logging into PIEE as an
A/OPC or O-A/OPC. Once logged in, the user will select the JAM icon.
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Step 2

‘A nominator with an A/OPC or 0-A/OPC role will initiate the Cardholder appointment. Click
the option from the Create

A nominator with an A/OPC or O-A/OPC role will initiate the Cardholder appointment. Click the Cardholder Appointment option
from the Create Appointment dropdown.

Step 3
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The A/OPC or 0-A/OPC clicks the Select button in the Action column of

the role and organization in which they will serve as the initiator for the
Cardholder appointment.

The A/OPC or O-A/OPC clicks the Select button in the Action column of the role and organization in which they will serve as the
initiator for the Cardholder appointment.
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Step 4

Joint Appointment Module  Create Apponiment~  Search Appointmens~ My Appainiments~ My Tranng  Ext

Lasthame Work Emall Adaress
mkpoandamaopc: Wawfuser01 emkpbancjamacpc@gmad com

DD Group Name DoD Organization Name

Al Force, Department of ne.
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‘Select an Appoiniee. T s a requred acton.

Dspay 10 v fems

tem. Name. E

1 migoandjamch2, mk Depariment ofhe A Force FA3002 338 SCONS CC WantuserOtsmipEangamch2@gmai com
2 mikgoandamch?, mk Depariment of he A Force
3

Wawfuser0tsmipbandgamch2 @gmai com
migoandamch?, mk Depariment ofhe A Force FAS606 52 CONS DALGC ‘Wawtuser01 ¥mkpbandamch2@grmai com
‘Showng 1103 of 3 tems. _

A list of available appointees under the span of control of the selected organization will be displayed. The A/OPC or O-A/OPC
clicks the Select button in the Action column for the corresponding appointee.

Step 5

Porainee °
FirstNam. Lastame. Work Phone Namber Work Email Adress

Shary Couson 555555555563556555555. - .-
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The A/OPC or O-A/OPC will then enter all the required information. Required fields are indicated with an asterisk. To add any
relevant training which has been completed, select the Add Training button.
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Step 6

Click the Add button after entering Training information.

Step 7

Click the Add Special Designation button. An Add Special Designation window will appear. Select a Special Designation from the
dropdown, then fill in any mandatory fields and click the Add button.
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Step 8

@ Ada spoca Designason

Additonsi Detaits
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‘Goordnator

Coordinator agency ‘Aagency

Coordinator

m ‘Coordinator
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Enter an Email Address, then click the Lookup Direct Oversight A/OPC button. Select a user who will act as the direct Oversight
A/OPC for the appointment by clicking the select button in the Action column. This is a required action.

Step 9

FirstName LastName. Work Phone Number Work Email Address
m ‘amiadamsoaope. 5655555555 — ——

PIEE Role 00D Group Name

After all mandatory information has been entered, click the Next button.
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Step 10
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If the initiator does not have Delegating/Appointing Signatory a Delegating/Appointing Signatory can be selected from the
available list.

™ ‘amiadamsoaope 5555555655 = -
€€ Rote 00D Group Name
A Force,

deniy the appropiate Delegating/Appointng Signatory.
Dsplay 10 v fems
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mgoangamoacpet, Mk DepatmentolMeAwForce 511100000027 5565655655

Testst \ AOPCH

sssss

‘Showing 1105 of 5 tems.

C Saec el Do Apponing Sy

.
-

-

-

: -

. -

-

An External DAS can be entered as well. Click Select External Delegating/Appointing Signatory button.
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Step 12

Enter the External Designating/Signatory information and then click the Continue button.

Once the correct information has been entered in the Designating/Appointing Signatory section, click the Submit button.
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Step 14

. Travel, and Fuel Card Programs

and Guidance.
FMR) Volume 10, Chapler 23. ‘PURGHASE CARD

Caranolder for

pun applcable
abuse, orfraud (10 US C. 2784) For

Click the I concur with the Appointment Certifications button.

Enter Comments if needed and click the Submit button.

Built with Tanida Demo Builder
www.demo-builder.com



http://www.demo-builder.com/

| JAM Cardholder Appointment Page 9 of 13 |

Step 16

Joint Appointment Module  €xt

Work Emai Adaress.

s
00D Component 000 Organizason DoD Organization Name PIEE Role
FANI0 17 CONS CC Cantiter

Work Address Line 1 Work Adaress Line 2 Work Address Line 3 Work Address Line &

An email notification will be sent to the Delegating/Appointing Signatory to approve the appointment.

Step 17

The Delegating/Appointing Signatory receives an email with instructions and a link to approve the appointment.
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Step 18

Click the Affirm button.

FirstName LastName Work Phone Number Work Email Address
Rence scot -
Comments
Comments

FirstName Lasthame Work Phone Number e o st
Demo. ouikder -
oD Component oD Organization DoD Organization Name PIEE Role
Extemal 0AS

oate Acton  status

20190510 133031 Suomt Penang Supenisor Approval

20190510 134130 Approve Pendng Delegating/Apponir

© Approve

. Reject
Review the information and click the Approve button at the bottom of the screen.
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Step 20

SUBJECT

References:

Travel, and Fuel Card Programs

a. Dep:
b Offce of Budget per

. DaD 7000.14.R - Department o Defense Financial Management Reguiation (DoD FMR) Volume 10, Chaper 23 ‘PURCHASE CARD
PAYMENTS"
. United States Gode Tie 28 and 31

16 0fthe FAR,

orce. Authory
actas a Cardholder shall be in accordance wih the above references.

it
d (10 U.S.C. 2784) For
ibie under section 892 of artce:

Click Approve button to approve the appointment.

Enter Comments if needed and click the Approve button.
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Step 22
© The PIEE signature requirement has changed to allow support for all the major browsers. Click Fiéfé for more information.
Are you sure you want to sign this appointment?

Continue with the Signature process and sign with Authentication method displayed. For additional help with Smart Card
Authentication visit the FAQ Certificate Modernization section of the WBT on the Homepage under Info for all Users.

Step 23

Joint Appointment Module ~ Ext

Pending Appoiniee Approval

LastName

mipbandamaope

Work Email Address
sssssssess — ——
00D Group Name Organization Name
Al Force, Departmentof he.

FAI503 360 ENXKG QA

DEROS Date

An email notification has been sent to the Appointee informing them thﬁﬁpaﬁfrﬁ“é‘nt has been gpproved. An email notification
is sent to the GAM (Government Administrator) with information to activate the CH role. When the GAM activates the CH role,
the appointment process is complete, and the Cardholder role is active.
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This concludes our demonstration.
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