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1 Introduction

1.1 Purpose of Document

This document describes the specific process for using U.S. Bank’s Web-Based Training (WBT)
module and completing the training modules to obtain your certification.

1.2 Scope of Document

The CCSC provides this document to all APCs/LAPCs that request WBT guidance and
assistance and can be used for any role level, APC, LAPC, AFPC, LFPC, AO, Financial
Manager, or Government Cardholder.

Forward any questions concerning this manual to the USDA Charge Card Service Center
(CCSC) CCSC Inbox. Additional information is also available on the CCSC Web site.

1.3 Location of Document

This document is located on the CCSC Web site with other guides, reference materials, and
training documents.

1.4 Abbreviations and Acronyms
Table 2 provides a list of abbreviations and acronyms used within the document.

Table 2. List of Abbreviations and Acronyms

Term Definition

CCsC Charge Card Service Center

APC/AFPC Agency Program Coordinator/Agency Fleet Program Coordinator

LAPCILFPC Local Agency Program Coordinator/Local Fleet Agency Program Coordinator

AO Approving Official

BO Billing Official

MCC Merchant Category Code

MCCG Merchant Category Code Group

OMB Office of Management and Budget

DR Departmental Regulation (DR) 5013-6: Use of the Purchase Card and Related Alternative Payment Methods
(November 2012)

Document Date: 10/01/2013 1
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Definition

WBT Web-Based Training

1.5 Providing Feedback to the CCSC

The CCSC welcomes your feedback. Please send us an e-mail at the CCSC Inbox about ways we
can improve this manual and/or questions you may have.

2 Document Date: 10/01/2013



Access Online WBT Guide Document Version: 2.0

2 Logging into Access Online Web-based Training

Figure 1 is the initial login page for Access Online WBT. All individuals associated with the
USDA Card Program need to use the login at the bottom of the page under the “Registered
Users” header, to sign in for their appropriate training.

/2 U.5. Bank Access® Online Web-based Training - Windows Internet Explorer

== x]
—

(SIS I@, Tttps ccess.usbank.com)| =l (B[ #2 ]| x| | &% Uve search P
Flle Edit “iew Favorites Tools Help

.7 Favorites | 95 @8 suggested Sites = & | Web Slice Gallery + USDA Datsbase Report =

& U.5. Bank Actess® Online Web-based Training | | v B v L e v Page v Safety v Toosv @@+ >

@b k Go to Accessible Site =

U.S. Bank Access Online Web-based Training

(Quick Login 1

Please enter the WBT password:

Go!

Registered Users

Please enter your email address:

Not Registered for the WBT?

Why Should | Register?
Please enter your personal password:
Register Now!
Forgot your password?

Please enter the WBT passwaord:

Gol!
=l
[Done [T [ [@mntemnet Va - ®wo0% -
!;.’Startl @ i) @ |~ Inbox - Microsoft Outlock | = Access Online WET pass... ” @ U.5. Bank Access® On... < i~ QA! 1:22PM

Figure 1. WBT Login Page
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3

WBT Training Notes

Policy trainings are not included under the “Quick Login” header.

The e-mail and (personal) password entered during the initial registration is retained by the
system; therefore, that is the only password that can be entered in the Please enter your
personal password field, thereafter. Please remember this password.

During the initial registration (i.e., Personal Information), the only value you should enter in
the Organization Short Name field is “USDA”.

Users will continue to use the 60-days WBT password associated with the “User Type” they
selected during their initial registration to access the training.

If the lesson is not available to a particular user type, the lesson is notated as “N/A” in the
table listed below each link.

Fleet Coordinators or drivers that hold a Driver card must complete the modules notated as
“Driver Cardholder” in the Cardholder column in the table listed below each link.

3.1 WBT User Types Government A/OPC and Government AO Modules

Figure 2 is the first screen that displays for the user types, Government A/OPC and Government

AO

, upon logging into the WBT.

There are seven training links listed under the “How do I. . . ?”” with the modules that should be
completed by all users.

Fawnles | (s # ClardSarvicn Cartee & aPes Digress # Foma 8 Fosabloimsd & Phons Lockip & MeoPlages e U Corize £ Winb Shcn ey - 2| USSR
815, Dk Acceas? ol Web-bisonsd Training ] | P - [0 o - Pages Salys Tedk- -

* Geline Web-bssed Training - Wisdows inbernet xplarer

BIEIE
=1 3| < | [ e

Go o Accessible Site

U.5. Bank Access Online Web-based Training

How do I...7? ' [ My Learning Plan Overview

ik & Ik beiorw (0 add fraining Meeows 10 your

haserin plan.

Incomplete Training:

Gat Started Using Access Online @

Configure the System (B
Go to Training
Recentty Completed Training:
Manage Accounts and Users @
Work with Tranzactions @

Work with Orders @ Go to My Learning Plan

Manage Approvals (%)

Feoruary 10, 2012

30 W08 now sitel Based on drect feedback fom and ohsenation of (=]

Cre

s 1k y9u, we dre PR  lunch T redesgned web-based lraining sile. Clekthe
ate and Run Reports and Statements & Help lisk for at2istance in gofing stares

o i VT s Swirds e nire swiys avafabibe whien you
 cllck thie Training nk fo fed it cument passwans

Contact

jpene:

o stan|

tlUs  Halp ©US Bank 2012
=

o Tnated des BT

-y T st @) 2 [wii B G s

Figure 2. WBT Government A/OPC and Government AO Training Modules
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3.2 WBT User Type Cardholder Modules

Figure 3 displays the six links under the “How do I . . .?” for cardholders. The Configure the
System module is not applicable to the cardholder user type.

+ Fplarer NI
(e 180 E ) o[ vesewr 2l
Fie [dt Wew Favorites Tooks el
e Fworet | 03 [l soesed sie » B Wedewsli.., &
#80.5 Bank Access'D Omine Web besed Traming | | G v B 0 e e Fages Safetye Todse e
[F7] Pag-ups Bemgurrky alssstl, To syt alinw pog-aod B thes stk ok have... £
EI I Go 1o Accessible Site =
U.S. Bank Accesg Online Web-based Training
el ECEE | Logout
- P
How do I...7 My Learning Plan Overview
Clck 8 -;:m-nzma-—n; TR I yORr I plete Trainng:
Get Started Using Access Online ()
Manage Accounts and Users ()
Go to Training
Recently Completed Training:
Work with Transactions 0
Work with Orders ()
Manage Approvals @ Go to My Learning Plan
Create and Run Reports and Statements (3 Announcements April €, 2012
{ WHT Password: R T passwonds e now ahways when you
12g Into Acoess O ar Teadnineg Bnk 10 fnd T curms nds,
Order danfed Tt
35 10 USer gl
Gortact Us  Meip UL, Bank 2012
. =N
¥ o (I I I - T [Fa = [Fowm =
Wan] @ (3 | 605t -Commmcatins .. | L) Moy Gocuments |8 s Bamk ceesss a2 WA Trainieg docs 15 4. Y R

Figure 3. WBT User Type Cardholder Training Modules
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4 WBT Modules

This section provides screen shots of the WBT modules, as well as information on who should
complete the modules. You should work through these sections in consecutive order to select the
lessons needed and then to add those to your lesson plan (My Learning Plan).

4.1 Getting Started Using Access Online Module

Figure 4 displays the first module, Get Started Using Access Online.

e Web-hased Training - Windovws Tntemet Doplores

Fie D4t Ve Favortes Toos el
swornse | s [ = 3 My Docurerts WirddowsLi. < My Documents - Wik Live

8.5, Barit Azcess § rine Wb based Tramng | | BB -

@I k Go o Accessible Sile

U.5. Bank Access Online Web-based Training

(Howdo .7 1 |(My Learning Plan Overview

Chck 3 bk beiow 10 add traink

Get Started Using Access Online

Get Started Using Acq
Lessons des | Simulations Cuick Feferences | Recorded Classes

Configure the Systerfl ¥/

Manage Accounts anfl | ko
Work with L "
L Statements
o User Profile
Work with Orders (] g:i::ou:sn:a’.eo Account Setup

L Fleet Policy

(¥ Purcharsing Policy ‘ebruary 10, 2012

Manage Approvals Travel Poiicy
Finizh and Ga ta My Learning Plan || &
Create and Run Repo)
Add to My Leaming Plan and Select Mare
Contact Us  Help ©U.S. Bank 2012
=

EB & ot LT
Wistan] @ . [} 5ok | [ s pamk Aceessm oa b Bocamens | &) o Trarrg doce v 4. | w g s

Figure 4. Getting Started Using Access Online Module Page

Table 3 lists all of the courses that are offered within this module. To take the courses, you select
the lessons under the Getting Started Using Access Online link. The courses listed are according
to the “User Type” selected during the Registration process.

Table 3. User T Started Using Access Online Module

pes for Getting

Lessons: Government Government Government
A/OPC AO/BO Cardholder
Account Profiles Y Y Y
Data Exchange Y N N/A
Managing and Card Account Lists Y Y N/A
My Personal Information Y Y Y
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Lessons: Government Government Government
A/OPC AO/BO Cardholder
Navigation Basics Y Y Y
Online Registration Y Y Y
Statements A/OPC N Travel Cardholder
User Profiles Y N N/A
Cardholder-initiated Account Setup N N N
Fleet Policy AFPC/LFPC N Driver Cardholder
Purchasing Policy APC/LAPC Y Purchase
Cardholder
Travel Policy A/OPC N Travel Cardholder

Table 3 aids you in determining the modules to complete within the Get Started Using Access
Online module. To add a course to your learning plan, select the applicable boxes next to the
modules you wish to complete and click the Add to My Learning Plan and Select More button
at the bottom of the dialog box.

During the registration process, the user would have chosen one of the following user type
options from the drop-down box:

Government Cardholder
Government A/OPC
Government AO/BO
Government Financial Manager

In Table 3, the user type is the column header. The following assumptions should be noted for
the information listed in all grids:

e Under the Government A/OPC column header:
= Purchase = APC/LAPC
= Fleet = AFPC/LFPC
= Travel = A/OPC
e Under the Government Cardholder column header:
= Purchase Cardholder = lesson is exclusive to Purchase cardholders
= Driver Cardholder = lesson is exclusive to Fleet Coordinators/Drivers with Driver
cards
= Travel Cardholder = lesson is exclusive to Travel cardholders
= Y = Purchase/Driver/Travel cardholders
e N/A =the lesson is not applicable to that User Type

Document Date: 10/01/2013 7
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Please note that there are duplicate lessons listed throughout the WBT training (e.g., Online
Registration, User Profiles, Purchasing Policy, etc.). Users are only required to complete the
duplicate lessons once. You can select to complete the lesson in any of the seven modules, and
once completed, you do not need to take the lesson again.

4.2 Configure the System Module

Figure 5 displays the Configure the System module page.

Note: This module is not applicable to user type Government Cardholder.

Fie [t Vew Fowntes Tods el

swornse | s [ = 3 My Docurerts WirddowsLi. < My Documents - Wik Live

8105, Barik Access'} e Wieh based Traning | | Fi»E) ¢ ow v Pae Saktys Toose @r ™

@I k Go o Accessible Sile

U.S. Bank Access Online Web-based Training

|(My Learning Plan Overview

buarring plan.

Configure the System
Get Started Using Acq
Lessons Simulations  Quick Hederences | Hecorded Classes.

Configure the Systen

Manage Accounts an:

[MICHCHCRCY

Work with Transactioff -

Viork with Orders o

Manage Approvals

‘to My Learning Plan

0. 2012

Finizh and Go ta My Learning Plan

b
«
Add to My Learing Plan and Select Mare

Create and Run Repo)

©U.5. Bank 2012

[ - Bamk Accessm oa i iy Bocuments | ) Wi g docs 6 4. |

B3
Bomd] B G G |

Figure 5. Configure the System Module Page

Table 4 list all the individuals involved with the charge card program(s) that need to take the
listed lessons within the Configure the System module.

Table 4. User Types for Configure the System Module

Lessons: Government Government Government

A/OPC AO/BO Cardholder
Accounting Code Structures N N N/A
Accounting Validation Controls Y Y N/A
Allocation Rules Engines N N N/A
Data Exchange Y N N/A
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Lessons: Government Government Government

A/OPC AO/BO Cardholder
Enhanced Supplier Information N N N/A
Merchant Groups and Allocation Y N N/A
Order Management Setup N N N/A
Fleet Management AFPC/LFPC N N/A

4.3 Manage Accounts and User Module
Figure 6 lists the lessons under the Manage Accounts and Users module.

15 Bank Access® Online Web-based Trakning - Windows Intemet fxplores

—

O e
Fie [dt Wew Favorites Tools Help

rwarst s £ = 3 My Documerts - Wrdoers i 3 My Documents « Wirdas Live

8 1.5 Bank Access ) Orine Web-based Traming | |

(Ebhank

Go o Accessible Sile

U.S. Bank Access Online Web-based Training

(Howdol...? | |(My Learning Plan Overview

(Chck @ ik besiow B0 Bdd raening eanroes to s
haarring plan.

Manage Accounts and Users
E Simulations  Quick Hederences | Hecorded Classes.

Get Started Using Acq

Configure the Systemfl ¥ Ac

Manage Accounts anfl |

Work with Transactiof

Work with Orders o |
(¥ Purchasing Policy

to My Learning Plan
wary .

] Travel Policy
Manage Approvals '
Finizh and Ga to My Leaming Plan || |8
Craate and Run Repol
Add ta My Leaming Plan and Select Mare
Ci et Lk Hel; ©U.S. Bank 2012
=N

== @ [Haw
Wistan] @ . [} Sk | | s pamk aceessd a by Bocamers | &) o Trarrg doc v 4. | F T

Figure 6. Manage Accounts and Users Page

Table 5 list all individuals involved with the charge card program(s) that need to take the listed
lessons in the Manage Accounts and Users module.

Table 5. User Types for Manage Accounts and Users Module
Government Government Government

Lessons: A/OPC AO/BO Cardholder

Account Profiles Y
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Lessons: Government Government Government
A/OPC AO/BO Cardholder

Cardholder Account Setup and Y N N/A
Maintenance
Managing Account Setup and Maintenance Y N N/A
Managing and Card Account Lists Y N N/A
Online Registration Y Y Y
User Profiles Y N N/A
Account Approval Process Y Y N/A
Fleet Management AFPC/LFPC N N/A
Fleet Policy AFPC/LFPC N N/A
Purchasing Policy APC/LAPC Y N/A
Travel Policy A/OPC N N/A
Statements N/A N/A N
Make Electronic Payments with ePay N/A N/A N
Cardholder-initiated Account Setup N/A N/A N
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4.4 Work with Transactions

Figure 7 lists the lessons under the Work with Transactions module.

/2 LS. Banl s Omline Web-based Traiing - Windows Intemet Dxplores
o
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Manage Accounts andl || 5,
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Figure 7. Work with Transaction Page

Table 6 list all the individuals involved with the charge card program(s) that need to take the
lessons in the Work with Transaction module.

Table 6. User Types for the Work with Transactions Module

Lessons: Government Government Government
A/OPC AO/BO Cardholder

Transaction Management Y Y Y
Transaction Approval Process Y Y Y
Account Approval Process Y Y Y
Travel Expense Management N N N
Make Electronic Payments with ePay N N Travel Cardholder
Managing and Card Account Lists Y N N/A
Marking Transactions for Extract N N N/A
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Government Government Government

Lessons: A/OPC AO/BO Cardholder

Statements A/OPC N N/A

Fleet Policy AFPC/LFPC N Driver Cardholder

Purchasing Policy APC/LAPC Y Purchase
Cardholder

Travel Policy A/OPC N Travel Cardholder

Payment Analytics Y Y N/A

4.5 Work with Orders Module

Figure 8 displays the lessons under the Work with Orders module.

74U Bank Access® Online Web-based Traming - Windows Tntrmet (xplorer =12 x|
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Figure 8. Work with Orders Page
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Table 7 list all the individuals involved with the charge card program(s) that need to take the
lessons listed under the Work with Orders module.

Table 7. User Types for Work with Orders Module

Lessons: Government Government Government
’ A/OPC AO/BO Cardholder
Order Management N N N
Order Management Setup N N N/A

4.6 Manage Approvals

Figure 9 list the lessons under the Manage Approvals module.
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Figure 9. Manage Approvals Page
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Table 8 list all individuals involved with the charge card program(s) that need to take the lessons
listed in the Manage Approval module.

Table 8. User Types for Manage Approval Module

Lessons: Government Government Government
A/OPC AO/BO Cardholder
Account Approval Process Y Y N
Transaction Approval Process Y Y N
Transaction Management Y Y N/A
Fleet Policy AFPC/LFPC N N/A
Purchasing Policy APC/LAPC Y N/A
Travel Policy A/OPC N N/A

4.7 Create and Run Reports and Statements

Figure 10 lists the lessons under the Create and Run Reports and Statements module.
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Figure 10. Create and Run Reports and Statements Page
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Table 9 list all the individuals involved with the charge card program(s) that need to take the
lessons listed in the Create and Run Reports and Statements module.

Table 9. User Types for Create and Run Reports and Statements Module

Lessons: Government Government Government
A/OPC AO/BO Cardholder
Standard Reports Y N N
Report Scheduler Y N N/A
Flex Data Reports Y N N/A
Shared Custom Reports Y N N/A
Travel Expense Management A/OPC N N
Statements A/OPC N N
Data Exchange Y N N/A
Marking Transactions for Extract N N N/A
Reporting Dashboard N N N/A

4.8 Adding the Lessons to My Lesson Plan
To select the lessons and add you lesson plan, follow these instructions:

1. Click the Finish and Go to My Learning Plan button once you have selected the
appropriate lessons within each of the seven (or six) modules to add them to your
learning plan.

Figure 11, My Learning Plan page displays.
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“l'_IEbank

My Learning Plan
R

Figure 11. My Learning Plan Page
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Under the Remaining heading are the modules you need to complete.

2. Click the links under the Remaining heading to view the training lessons you selected and
added to your learning plan.

Figure 12 is an example of the expanded Get Started Using Access Online module.

s R s
i |t it f Wi i b | Bimeregies | i

Figure 12. Expanded Get Started Using Access Online Module

4.9 Starting your Training
On the My Learning Page, click the Start Training button to begin taking training.

Once you have completed the lessons in the modules, the module is added to the column on the
right under the Completed header, see Figure 13. You must then open up the general course
description under the Completed header to take your certification test.
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Figure 13. Completed Modules Page
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5 Taking your Certification Tests

1. Expand each link under the Completed header (on the right) to view and select the
modules ready for certification, refer to Figure 14.
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Figure 14. Taking your Certification Tests

2. Click the Go to Certification button at the bottom right of the screen and begin taking
the certification test.

Upon completing the certification test for the modules, the system displays the
Certification Exam Results page, refer to Figure 15.
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Figure 15. Certification Exam Results Page
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Your test results display at the bottom of the page. You are required to answer all
questions correctly to pass the exam. If you have not passed the test, you need to click the
Back to My Learning Plan button and retake the test again. You must complete this step
as many times as necessary, until you obtain a passing score.

18
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6 Printing your Certification

Once you have passed the test, the system display the Certification Exam Results page with the
“Congratulations” notification at the bottom of the screen, see Figure 16.
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Figure 16. Passed the Test Notification

Upon successfully completing all training modules with a passing score, click the Print
Certificate button to obtain a copy of the Certificate of Completion.

Please note that the Certificate of Completion lists all training modules completed according to
the role (i.e., APC/LAPC/AQ/Cardholder), as Figure 17 displays.

Awerrded 1o
Tom Cho
Presentod by

U.S. Bank Corporate Payment Systems

Access Online Web-based Training

Figure 17. Example Certificate of Completion

If all training modules have not been completed, the user must return to the appropriate module
and complete the missing modules.
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