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This purchase card policy training course complies with Section 508 of the Rehabilitation Act, 
which requires that federal agencies purchase electronic and information technology that is 
accessible to people with disabilities. 
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Visit Section508.gov for more information.

AgLearn Disclaimer: Section 508 Compliance

http://www.section508.gov/
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Approving Official Refresher Training Topics
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 Introduction

 Oversight & Operations: Transaction Review & Final Approval

 Oversight & Operations: Account Reconciliation

 Resources
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Welcome to the USDA Purchase Card Program Approving Officials (AO) 
Refresher Training. 

This training program reinforces Approving Officials’ knowledge and responsibilities 
related to transaction approval. 
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Interactive quizzes 
appear throughout 
the training.

Introduction
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Oversight & Operations: Transaction Review & 
Final Approval
Approving Official’s Monthly Review of Cardholder Transaction 
Documentation

 Perform a monthly review of each cardholder’s transactions to prevent fraud, waste and 
abuse and to comply with DR 5013-6 and OMB Circular, Appendix B.

 Use the Approving Official Checklist as a guide for the transactions review. 
(https://www.dm.usda.gov/procurement/ccsc/docs/forms/ApprovingOfficialChecklist.pdf)

 Ensure that all transactions are for official government business and represent legitimate 
needs of the government. 

 Verify that transactions are within the cardholder’s single purchase limit. 

 Ensure that adequate item descriptions for transactions are entered and approved as 
required

 Confirm prior approval was obtained before procuring the supplies/services.

 Ensure that split transactions were not transacted or performed.

 Verify that there is adequate documentation to support transactions.

 Notify cardholder’s LAPC of identified questionable transactions or card misuse for LAPC to 
conduct a review and for APC to take necessary steps.
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http://www.dm.usda.gov/procurement/ccsc/docs/forms/ApprovingOfficialChecklist.pdf
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Oversight & Operations: Transaction Review & 
Final Approval (Cont.)
Approving Official’s Final Approval of Transactions
 To receive automatic email notices from Access Online when a cardholder forwards a 

transaction to his or her AO.
 My Personal Information – Access Online Menu Option

 Select frequency option—Weekly or Daily—by way of the Pending Transaction Approval in Settings in Access 
Online.
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Steps for Final Approving Transactions
 Final Approve transaction to avoid a cardholder’s suspension.

 Final approve within 60 days of the transactions’ posting in Access Online. 

 Final approve any outstanding transactions prior to the cardholder’s departure, transfer to another 
agency or extended leave.

 AOs can Final Approve by logging into U.S. Bank’s Access Online website and selecting 
the Transaction Management link.
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Oversight & Operations: Transaction Review & 
Final Approval (Cont.)
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 Select the Manager Approval Queue to view transaction’s approval status and other basic 
transaction details.
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Oversight & Operations: Transaction Review & 
Final Approval (Cont.)
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 Set the Billing Cycle Close date to ALL (eliminates missing transactions from prior 
periods).

 Select Trans Date for details (e.g., Goods Recvd Date and Item Description).

 Review physical documentation supporting each cardholders’ transaction.

9

Oversight & Operations: Transaction Review & 
Final Approval (Cont.)
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Oversight & Operations: Transaction Review & 
Final Approval (Cont.)

Oversight & Operations: Account Reconciliation
 Select comments tab.
 Review required information in the Comments Tab. ALL transactions MUST include 

documentation in the Goods Recvd Date (mm/dd/yyyy) and Item Description fields.
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Oversight & Operations: Transaction Review & 
Final Approval (Cont.)
Oversight & Operations: Account Reconciliation (cont.)

Item Description Field requirements

 Enter specific, concise, and clear information for reviewers (APC, LAPC, AO, and 
analysts/auditors) to understand what was purchased. 

 Generic, general descriptions such as “miscellaneous” or “on file” are not acceptable 
documentation for this field. 

 Special instructions for this field include the following: 

 For training - include the name of the employee and title of the training course. 

 For FedEx - enter the air bill or invoice number. 
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 If transaction is properly documented in Access Online and supporting documentation is 
in order, click box next to transaction and select the “approve” button 

 If the transaction is not properly documented or if supporting documentation is not 
provided, select the box next to the transaction and select the “Reject’ button.

 REMEMBER- AOs are responsible for ensuring that the cardholder does the following:

 Completely and accurately recording transaction details in Access Online comments fields

 Accurately reallocating transactions to the correct shorthand code and BOC if necessary

 Retaining supporting documentation for all purchase card transactions per document retention 
policy
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Oversight & Operations: Transaction Review & 
Final Approval (Cont.)
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 Select second radio button and then select “Approve” button.
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Oversight & Operations: Transaction Review & 
Final Approval (Cont.)
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 You will receive confirmation when the request has been completed.
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Oversight & Operations: Transaction Review & 
Final Approval (Cont.)
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Visit  www.dm.usda.gov/procurement/ccsc/purchase_card.htm

for the consolidated USDA Purchase Card Program Guide; Approving 

Official Checklist;  Guidelines for Final Approving Transactions; Purchase 

Card Suspension Process; Handling Frauds & Disputes Training; and 

many other resources.
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Resources

http://www.dm.usda.gov/procurement/ccsc/purchase_card.htm
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