
New Process using an Online System 
The University will be moving to a new online system that will replace the current process used for 

completing Purchasing Card Transaction Logs each month. It is proposed to have the new system 

operational for the August 2017 Purchasing Card Transactions.  This will affect anyone who is 

currently a Cardholder (and completes a transaction log) and anyone who is an Authorising Officer 

(and signs off the transaction logs).  

Training 
 

Drop in training sessions have been set up for all Cardholders,  and any employees that currently 

complete transaction logs on behalf of someone else.  After the training has been completed, the 

Cardholder will receive a full training guide for Barclaycard Spend Management System (BSM).  

If you are a Cardholder and an Authorising Officer, please attend a training session.  

Authorising Officers will not receive training unless requested. However, full training guides will be 

issued via email, and will be made available on the MMU website.  

Training Days 
 

There will be two training days at the Manchester Campus and one training day at the Crewe 

Campus.  

The training days will consist of five, one hour session per day, allowing users to book onto a session 

that is suitable for them. The training will include an on screen demonstration of the Barclaycard 

Spend Management System from both a Cardholder and Authorising Officer perspective. There will 

also be a helpdesk set up at the back of the room, where attendees can ask any questions they may 

have.  

Please book your training session via myHR.  

1. Log in to myHR https://www2.mmu.ac.uk/myhr/ 

2. Click on to ‘My Training’ 

3. Search ‘BSM training’ and book your place 

If you are unable to attend any of the below dates or times, please let us know straight away so we 

can arrange some alternative training.  

Key Contacts 
 
MMU Procurement: 

0161 247 2895 

email procurement@mmu.ac.uk  

 

BSM Helpline: 

0161 247 2870 

email BSMhelpline@mmu.ac.uk  

 

Purchasing Card Transaction Logs 

Location Training date Times available 

Geoffrey Manton Lecture Theatre 3 Tuesday 8th August 9am 

  10am 

  11am 

  1pm 

  2pm 

Geoffrey Manton Lecture Theatre 3 Thursday 10th August 9am 

  10am 

  11am 

  1pm 

  2pm 

Crewe Campus, D-1-02 Tuesday 15th August 10am 

  11am 

  1pm 

  2pm 

PLEASE NOTE—THE SYSTEM WILL 

BE GOING LIVE ON 21ST AUGUST, 

SO IT IS IMPORTANT TO ATTEND 

TRAINING WHERE APPLICABLE. 
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