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The Line of Accounting can be found in Account Administration, Transaction 
Management, and My Personal Information. You will use the Navigation Bar in 
the left blue box to access each of these links within Access Online. 
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This page shows the accounting code string view in Account Administration – Maintain 
Default Accounting Code. The new accounting code is comprised of three segments: 
Line of Accounting, BOC and DCN (FAS USE ONLY).  
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This page shows the NEW accounting string view for your Favorites, stored in My 
Personal Information. The new accounting code will be comprised of 3 segments: 
Line of Accounting, BOC and DCN (FAS USE ONLY).  

4 



– USDA Charge Card Service Center – 
Cardholder Guidelines for Searching for Accounting Codes Using the Contains Option in Access Online 

This page shows the left-side view of the accounting string in Transaction 
Management – Transaction Detail. The new accounting code will be comprised of 
three segments: Line of Accounting, BOC and DCN (FAS USE ONLY).  
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This page shows the right-side view of the accounting string in Transaction 
Management – Transaction Detail. Cardholders may save a new Accounting 
Code to their Favorites by clicking the Add as Favorite link. 
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Please Note:  
Only the 
current 
Billing Cycle 
transactions 
appear. Use 
the arrow to 
display other 
options.  
 
To see all 
your 
pending 
transactions, 
select the 
option All. 

The Transaction Management – Card Account Summary with 
Transaction List screen will list all of your transactions.  

 To reallocate and/or approve a transaction, click the Select box on the transaction 
line you want to change and then click either the Reallocate or the Approve button. 
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This page shows the accounting string. 
 You can re-allocate a transaction on this screen. 
 Click the spy glass next to the Line of Accounting or the BOC segment 

lines. Clicking the spy glass allows you to search for other valid 
accounting codes or BOCs.  
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Performing a Search on the LINE OF ACCOUNTING segment using the 
Search Type: Contains option – searching on a single code value 

 To perform a search, from the Allocations tab, the cardholder clicks the 
Spyglass next to the LINE OF ACCOUNTING segment to navigate to the 
Transaction Detail Search & Select Valid Value screen.  

 To search for the Accounting Code, it is suggested that you enter a unique 
segment value for your agency, such as the PROGRAM (9) code or JOB (8) 
code in the Line of Accounting field. Enter the full or partial segment value in the 
LINE OF ACCOUNTING 

 You do not need to enter in the trailing space positions if your code value length 
is less than the maximum number of positions allowed  

 Note: The Search & Select Valid Value search feature will work the same way 
for Cardholder Account Setup & Maintenance Default Account Code and My 
Personal Information Accounting Code Favorites (view slides 3 and 4). 
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Below is an example of a Search criteria using the Contains option on a single (unique) 
code value, such as the Program code. Enter the full or partial value in the LINE OF 
ACCOUNTING segment. Select Search Type: Contains and click Search. 
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Upon clicking the Search button, Access Online will list the value(s) that meet the 
search criteria, based on the cardholder’s hierarchy. Click Select to populate the LINE 
OF ACCOUNTING segment with the desired accounting value. 
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Click the Send Request button to complete the request.  
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Click the Save Allocations button to complete the request. The Request 
has been successfully completed. message will be displayed. 
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United States Department of Agriculture 
Office of Procurement & Property Management 

Charge Card Service Center 

Additional information on the Charge Card Service Center 
including News, Notices, POC Lists, Guides & Reference 
Material, Training Information, etc., can be accessed at the 
CCSC Web site. 
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