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Welcome to the USDA Charge Card Service Center’s Purchase Card Training on ‘How to Run Reports in Access Online (AXOL).’  The purpose of this ‘Reports in AXOL’ training and the ‘Coordinator’s Reporting Manual’ is to provide guidance for Coordinators to perform management and oversight of USDA cardholder transaction information.  With this training and manual, Coordinators will learn to use Access Online standard reports to create and build transaction information in an effort to comply with the Office of Management and Budget (OMB) Circular A-123.   
This training and manual will provide step-by-step instructions for Coordinators to run reports in AXOL to obtain the desired results for effective management and oversight of their agency’s charge card program.  

During this training, we will run a sample standard report and a sample flex data report providing the basic step-by-step instructions on how to run a report in Access Online as outlined in the ‘Coordinator’s Reporting Manual for Management and Oversight’.
This guide will be posted on the CCSC website at www.da.usda.gov/procurement/ccsc.  On this site, you can click on Purchase Card and then in the right side navigation bar, select ‘Guides and Reference Materials.’  Here you will find all guides and reference materials related to the Purchase Card program including this reporting video and the Coordinator’s Reporting Manual.’

We will begin this training with logging into Access Online at https://access.usbank.com/ 

Once at this AXOL home screen, enter:
· Organization Short Name (USDA)
· Your User ID
· Your Password
And click ‘Login.’

One the next screen, you will be able to select one of the 8 major Reporting categories in the body of this screen or in the left side navigation bar to obtain your required report to run.  Refer to chart of reports on pages 1-3 in the ‘Coordinator’s Reporting Manual’ for more information on the Purchase Card reports to run.

· Next on the left side navigation bar, select Reporting
· Then from one of the 8 major Reporting categories from this screen or in the left side navigation bar you can select the report you would like to run.  
PART 1

The sample standard report that I will demonstrate in this training is the Account List Report.  As outlined in the reporting manual matrix, there are three USDA Management & Oversight Reports that can be created from the Account List Report.  They are the Dormant/Low Use Card Accounts Report, Convenience Check Privileges Report, and Managing Account Report.  

In this training demonstration, I will run the Dormant/Low Use Card Accounts Report.  This report will help Coordinators determine the need for a card if it is dormant or not being used frequently.
It is very important that you follow the exact step-by-step instructions as outlined in the ‘Coordinator’s Reporting Manual’ when running these reports in order to generate accurate information needed in the report for proper management and oversight.
· In the left side navigation bar, select Program Management            

· Then under Administration, select Account List
The Data Elements to select for the Dormant/Low Use Card Accounts Report are:
> Date- Do Not Select a Date Range (Default 'Last Maintained Date Range')

> Additional Detail- Account Information
> Report Output- Excel
> Reporting Hierarchy Position- enter hierarchy info
Then click Run Report and your report will pop up in an excel spreadsheet.  
Some reports will take a few minutes to run and load in the excel format, depending on the size of the report.  Please be patient as this report may take a few minutes to load.  If you have any questions on how to run this report or any other Purchase Card report, please refer to the ‘Coordinator’s Reporting Manual’ for step-by-step instructions.

PLEASE NOTE: If you have problems running the reports, please check to see if a ‘Pop-up Blocked’ notification is at the top of your screen.  If there is a notification, you can select to ‘temporarily allow pop-up’ or ‘download file.’

Once the report is loaded, you will click on ‘open’ to view your report or you can click ‘save’ to save the report to your hard drive.

In this spreadsheet, there are some Required Columns to Review in Excel Report for Adequate Oversight: 
(column ( column name)
A- Account Name
C- Account Number
E- Status Description
F- Lost/Stolen Account
G- Replacement Accounts
L- Current Balance
N- Open Date
R- Checks
Z- Last Transaction Date
AA- Last Maintenance Date
AI-AO- TBR Level 1-7
AQ- Managing Account Name
AS- Managing Account Address
AU- Managing Account City
AV- Managing Account State/Province
AW- Managing Account Zip/Postal Code
PLEASE NOTE: To determine whether an account is dormant, compare Column N ‘Open Date’ with Column Z ‘Last Transaction Date.’  If the card is dormant, in Column Z, the Last Transaction Date will be an older date (ie: date in 2008) or there will be zeros if the card has never been used.  

For an easier way to view these two columns, I am selecting all of the columns between N and Z to highlight and the right-click my mouse and select ‘Hide’ so I can easily compare the dates between columns N and Z.
PART 2

The next sample report that we will run in this training is a Flex Data Report.  To run this report, we will click on ‘Reporting’ in the left side navigation bar and then ‘Flex Data Reports.’ 

As outlined in the reporting manual matrix, there are four USDA Management & Oversight Reports that can be created from the Flex Data Reports.  They are the Convenience Check Report, Checks Over $2,500 Report, Prohibited or Questionable Purchases Report, or the Approved Transactions Report.

In this training demonstration, I will show you how to run the Convenience Check Flex Data Report.  This report is a method to help eliminate and decrease the amount of convenience checks written.  
To run this report:

· In the left side navigation bar, select Flex Data Reporting 
· Then Create a new report
· Select Transaction (default setting)
· Select Create
· In Report Output and Select Excel (default setting)
· Go to the Tab named Select Report Data
· Select the following:

> Hierarchy
   * Account Number (default)

   * Report Hierarchy & select the Filter 'radio button'

> Account
   * Account Name

   * Managing Account Name
(For training purposes & privacy, we are not going to select Account Name or Managing Account Name- this is only for this training and these elements should be selected when running your reports)

> Merchant

   * Merchant Category Code (MCC) & select the Filter 'radio button'

   * MCC Description

   * Merchant City

   * Merchant Name

   * Merchant Postal Code

   * Merchant State

> Transaction
   * Posting Date

   * Transaction Amount

   * Transaction Approval Status

   * Transaction Comment 1-5

   * Transaction Date
· Select Tab named Filter for Content
· For the MCC- enter 6051 (this is the MCC for Convenience Checks)
· Select Reporting Hierarchy
· Select Transaction Date Parameter

Then click Run Report and your report will pop up in an excel spreadsheet.  The ‘Convenience Check Flex Data Report’ helps Coordinator’s perform proper management and oversight with: 

· Verifying who was writing the convenience checks

· Confirming that information that is required when writing a check is captured (i.e., TIN/EIN/SSN info, waiver code, object class, and item description)

· Review the vendors paid by check and confirm whether or not they will take a credit card for payment

· Report listing convenience checks written over/or = $2501
Some reports will take a few minutes to run and load in the excel format, depending on the size of the report.  Please be patient as this report may take a few minutes to load.  If you have any questions on how to run this report or any other Purchase Card report, please refer to the ‘Coordinator’s Reporting Manual’ for step-by-step instructions.

Again, please note, if you have problems running the reports, please check to see if a ‘Pop-up Blocked’ notification is at the top of your screen.  If there is a notification, you can select to ‘temporarily allow pop-up’ or ‘download file.’

Once the report is loaded, you will click on ‘open’ to view your report or you can click ‘save’ to save the report to your hard drive.

Flex Data Reports only display the columns selected when creating the report so there are no Required Columns to Review in Excel Report for Adequate Oversight as listed in the standard reports.  Also, please note that in this report, you also have the option to rename the report columns, if desired.
You will see in your reporting manual that the Checks Over $2,500 Report and Approved Transactions Report, are reports extracted from this Convenience Check Report.

To view ‘Checks over (>) $2,500,’ run the ‘Convenience Check Report’ and sort the ‘Transaction Amount’ column to view checks over $2500.  
This concludes the Charge Card Service Center training on ‘How to Run Reports in Access Online.’  A video of this training and all guides and manuals are available on the CCSC website at www.da.usda.gov/procurement/ccsc for your reference and for APC use when training your LAPCs.  Thank you for participating.
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