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AgLearn Disclaimer: Section 508 Compliance

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.

Visit Section508.gov for more information.
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http://www.section508.gov/

Approving Official Refresher Training Topics

= |Introduction
= Qversight & Operations: Transaction Review & Final Approval
= Qversight & Operations: Account Reconciliation

= Resources
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Introduction

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.

Interactive quizzes
appear throughout
the training.
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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/ApprovingOfficial Checklist. 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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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.

Pending Transaction Approval
® Daily
O WeekKly: Vv

V1 Send notification only when there are transactions to approve.
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Oversight & Operations: Transaction Review &

Final Approval (Cont.)

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.

U.S. Bank Access® Online U.S. Department of Agriculture
Our Payment Products  Logout
Ebank Welcgme to Access Online 3
Your 76t login was 09/23/2013 Languaga Saledion

Request Status Queue American English ..I
Active Work Queue

System Administration essage Center

Account Administration

Transaction Management Message(s) from Access Online

Account Information

Reporting

Dashboard
Data Exchange
My Personal Information
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Oversight & Operations: Transaction Review &

Final Approval (Cont.)

» Select the Manager Approval Queue to view transaction’s approval status and other basic
transaction details.

U.S. Bank Access® Online

[Ebank Transaction Management

I Product: Purchasing Card

Request Status Queue
Active Work Queue
System Administration
Account Administration

Transaction List
View, review, allocate/reallocate and add comments to

Transaction Management transaction information.

* Transaction List )

* Manager Approval Queue View Previous Cycle =~ :
Presents the Transaction list for the previous

* Manager Approval History cycle.
Account Information
Reporting
Dashboard

Data Exchange

My Personal Information

View Pendina Transactions
Presents the pending transactions list.

View Unmatched Transactions
Presents the unmatched transactions list.

Home

Contact Us Manager Approval Queue

Training View, approve, reject, and reallocate transactions in
your approval queue.

View and pull back transactions previously approved by
you.
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Oversight & Operations: Transaction Review &

Final Approval (Cont.)

= 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.

Please salect the ransacions you would like b approve, reject or reallocate and dick the
appropriate buttan. Mate: Reallocation can only be done on the selected franaactions on this page
not 2gainst sl ransachions on 2l pages.

It you would like towaw ar modiy speciic ransaciion data, please click on the ransacion's
approval status, date ar accounting cods link.

Facceds 1 -8 i 8

Chech All Shown | Uncheck A1l Shoun

Cityi State Amount Detodl ® Account Cardholder Last = Accounting Code
" Humber Approver Appaoves
T Pending 0313 GOVERMWWMENTACOUISITIONS|  S13-7218700,0H 5145200 il 9430 Pope KiaM Pope Kia W & DATIEPSCCODDDE140
I Pending 0814 SPECTRUM3YSTEMS/EMTECFE 800-F5E1BER, SC  5201.25 i) ..3430  Pope KiaM Pope, Kak @ DATIEPSCCODOD|3140
T Pending 0317 ESHNTERNATIONAL T03-558-3000, VA 51,120.00 @ (Es 9490 Pope KiaM Pope KiaWm o+ &3 B DA1IEPSCCDDDD|I2S2S
I Pending 08{20 MAMAGEMENT CONCEPTS TO3-FEOBE0G, WA 51,999.00 @M (E# .0490 Pope KiaM Pope KaM @ & B DA1IEPACCODDN|2E23
T Pending 08026 MANAGSEMENT CONGEPTS TOX-7O00505, WA 51,069.00 @ (Er .9490 Pope KiaM Pope KiaWm oF &3 B DA1IEPSCCODDDZSES
I Pending 0828 MAMAGEMENT CONCEFTS TO3-70O00EEE YA 51,069.00 @M (Er .09490 Pope KiaM Pope KaM @ & B CATIEPSCCODDN|I2RRT

(0} (il TransDutsil Lawsl (Ef Exbaced (A% Resllocated B Amallocation Lodmd (2} Valid Acunling Code

Ched All Shorsn | Unchaok Al Ehown

Fecords1-8cd@

" approce ¥ Ruioct  Reatocaio 3 baa Rosiiocato
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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.

Transachon Sumimany

States  Trans Date  Poating Dete  Merchant iy, Statefrovincse  Amount  Detal

0220 0823 ENTEC FEDERAL, INC.  BOC-300BA0E, kU 40250 i

0 poguzea @ @ Trons Detail Level B Rraliooateg () Valia Acoountng Code

summary | atocatons | Transaction Line tems. | Comments | Approvaltistory | Client Dala |
The Commenis tab providas the abiliy to enter comments spediic bo your mrganization thal enable the
pathering of additonal infarmation about & ransaction.
Conv. Chacks TINE
Agency Specific Data
[
Conw Ck Mer Inf | Wanerd!
Goods Recvd Date
Item Descrption
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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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Oversight & Operations: Transaction Review &

Final Approval (Cont.)

= |f transaction is properly documented in Access Online and supporting documentation is
in order, click box next to transaction and select the “approve” button

= |f 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
Pecoedy 1-8 cf &
-k Ed | Hngheck
Trans Merchand { Armound Itz % Account Cardholder  Las Accounting Cocde
Dale © Humber  Approves Approve
r Fending 0818 GOVERMMENT ACOUISITIONS | E13-T218700, OH §1,462.00 ] 9400 Pope Kiad Fope Kial [ DATIEFSCCOMI0[3140
I Pending 0014 SPECTRUM SYSTEMSEMTEC FE B800-7561888, 5C 82015 ] 9480 Pope Kiall Pope Kial 2 DATIEFSCCOMI0|3140 |
O Panding 012 ESHINTERMATICHAL T03-550-2000, VA $1,120.00 ] E# 9490 Pope.Kial Pope KiaM & & & DATIEPSCCOMI0IZES2
(m Pendng 0829 MAMAGEMENT COMCEPTS TO3-TR09505, v §1,999.00 [ s 9480 Pope KiaM Fope KiaM & & & Da3IEPACCOMI0ZE23
O Fengng 0826 MANAGEMENT COMCEFTS T03-TR09585, VA §1,069.00 [ (g 9480 Fope KlaM Fope.KlaM (@ & a4 DATIEFBCCOMIOIESZ I
[] Fending 0825 MANAGEMENT COMCEFTS TO3-TR09545 VA §1,068.00 M g 9490 Fope KiaM Fope Kiad & 0 & DA1IEFECCOMI0[ZS523 |
(rTlars Daisil Lavel (Ef Exvecses (A Realiccssed [ Feallccation Lodwa () Valid Ameunting Cose
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Oversight & Operations: Transaction Review &

Final Approval (Cont.)

= Select second radio button and then select “Approve” button.

U.S. Bank Access® Online U.S. De

Our

@bank Transaction Management

Approve Transaction(s)

Request Status Queue

Active Work Queue

System Administration

Account Administration

Transaction Management
* Managing Acct List

Please select an approver to forward these transaction(s) to or "Cancel” if you do not want to approve [ forward
these transactions at this time:

C | 'I Switch Approver
% No further approval needed for these transactions

» Card Account List
* Tran=action List

Summary of Transactions to be Approved
Number of Transactions: 1
SRR Total Dollar Amount: $1,999.00

Reporting
Dashboard

Data Exchange
My Personal Information

R o R
Manager Approval Queue

» Manager Approval History
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Oversight & Operations: Transaction Review &

Final Approval (Cont.)

= You will receive confirmation when the request has been completed.

U.S. Bank Access? Online

@bank Transaction Management

Manager Approval Queue

U.5. Department of Agriculturs

Logout .

Our Payment Products

Request Status Queue
Active Work Queue
System Administration

Account Administration
Transaction Management @ Request has been successfully completed.
* Managing Acct List

* Card Account List Transactons ‘

* Transaction List
* Manager Approval Queue The following transacions are awaiting your approval. Filter the pending transactions by using any of the

* Manager Approval History search criteria

Account Information

: Billing Cycle End Date: Approval Status: Transaction Amount:
Reporting
Dashboard IA” 'I All i I_AH vl
Data Exchangs ..
R e Cardhaolder Approver: Last Approver.

All i All b

Fr Accouniing Code Validation Status:
Contact Us Al
Training

Display|25 'ITransacﬁonsperpage

=

Flease selectthe transactions you would like to approve, reject or reallocate and click the
appropriate button. Note: Reallocation can only be done on the selected transactions on this page,
not against all ransactions on all pages.

If you would like to view or modify specific transaction data, please click on the transaction’s
approval status, date or accounting code link.

Records 1 -5 of &

Check All Shown | Uncheds All Shown

Select Approval [ Merchant City/State Amount ai Account Cardholder

Status g ° Number Approver
O Pending 0919 GOVERMMENT ACQUISITIONS|  513-7218700, OH §1,462.00 ) ..0480  Pope, KiaM
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Resources

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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