PROCEDURES FOR GETTING A GOVERNMENT PURCHASE CARD
BANKCARD Information:  http://code210.gsfc.nasa.gov/hqproc/hqprocoffice.html
This is a request to get your new card: (card holders only)

HQ employees:  Fill out the application from the following web site: http://code210.gsfc.nasa.gov/hqproc/hqprocoffice.html 
For GSFC employees:  Fill out application to obtain a card from the following web site:

http://code210.gsfc.nasa.gov/podserv.htm  (click application for PCard).

The NAMS request is to get your user name and password to the P-Card system: (Approving officials and card holders – both need this form).
NOTE:  PLEASE do not fill out this request on-line until you have sent your training certifications and application to Michelle

Access to the system:  NASA Account Management System (NAMS) at http://nams.nasa.gov  Under Account Management – request new application account.  Please select IEM00500 Bankcard.
YOU ARE REQUIRED TO TAKE TWO TRAINING CLASSES IN SATERN

Approving officials and card holders both need this training

1. Bankcard Purchases & Desktop Receiving (AAO 1035) – 
a. Log into Satern (http://satern.nasa.gov) 
b. In the far upper right hand corner in “search catalog” box type AAO 1035 and it will bring up the AAO 1035  Bankcard Purchases & Desktop Receiving 
c. Launch content
d. Print certification at end (or go under learning, leaning history, print cert.)

e. Fax Michelle your certificate 301-286-1746

2. NASA Purchase Card Program -    
a. Log into Satern (http://satern.nasa.gov)

b.  Select “Catalog”

c. Select Business Management/Adm on the left of screen, (they are listed in alphabetcal order) next page to the “N” to NASA Purchase Card Program.

d. Select “Launch Content”

e. Print certification
                       (Fax Michelle your certificates- 301-286-1746)
Please remember that your Approving Official (AO) has the same requirements and you are NOT authorized (even if you already have the card) to make any purchases with that card until your AO has met these requirements and has received his/her user name and password as well.  The AO needs to know that they are responsible for approving your statements each month within the 5 to 7 day time frame.  
If the approving official leaves the government or leaves for another office YOU ARE NOT authorized to make purchases until a new one is established.
Please bookmark the Enterprise Performance Support System (EPSS) https://epssprod01.ifmp.nasa.gov/nav/index.htm  for helpful tips and tricks on bankcard system.
CHECK LIST

1.  Complete both training classes and print certifications:  NASA Purchase Card Program and Purchases & Desktop Receiving; ensure that your approver is already in the PCard system and/or have them complete the training as well.  PLEASE NOTE:  can’t order your card until your approver has taken the training.
2.  Fax or scan in and email 2 certifications and application to Michelle Mumford, 301-286-1746

3.  Complete Bankcard application
4. Complete NAMS request on-line for access to PCard Web Solutions (AFTER you have sent in your certifications) 
5.  Please bookmark the Enterprise Performance Support System (EPSS)           https://epssprod01.ifmp.nasa.gov/nav/index.htm  for helpful tips and tricks on bankcard system.
6.  BANKCARD Information:  BOOKMARK THIS SITE   http://code210.gsfc.nasa.gov/hqproc/hqprocoffice.html
