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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. 
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Visit Section508.gov for more information.

http://www.section508.gov/
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Cardholder Refresher Training Topics
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 List of AgLearn-based training is located at  
www.dm.usda.gov/procurement/ccsc/pc_training.htm.

 Effective January 1, 2016, guidance was revised in Section 18, Departmental Regulation 
(DR) 5013-6, Use of the Purchase Card and Related Alternative Payment Methods. 

 Changes to the DR requires purchase card program participants to complete the 
mandatory Refresher Training annually instead of every two years.

 Cardholders, Approving Officials (AOs), Local Agency Program Coordinators (LAPCs) 
and Agency Program Coordinators (APCs) must complete the annual refresher training 
by March 31st of each fiscal year, to maintain participation in the USDA Purchase Card 
Program.

 30 business days after the March 31st deadline CCSC will suspend all non-compliant 
cardholder accounts if refresher training has not been completed.
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Cardholder Refresher Training Requirements

http://www.dm.usda.gov/procurement/ccsc/pc_training.htm
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 CCSC will provide the agencies’ Head of Contracting Activities Designees (HCADs) and 
USDA senior leadership with the list of Coordinators, Approving Officials and Cardholders 
not complying with the Refresher Training policy 45 business days after March 31st of 
each fiscal year.

 Purchase card program participants who are still not in compliance by June 30th of each 
fiscal year will be required to successfully retake all of the initial required Purchase Card 
training to continue participating in the purchase card program. 

 All of the initial training required is listed in the Purchase Card Program Guide.

 All warranted coordinators and cardholders who complete the mandatory refresher 
training will receive one credit towards their training maintenance requirements based 
upon the duration of time spent receiving official training.
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Cardholder Refresher Training Requirements 
(Cont.)
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Welcome to the USDA Purchase Card Program Cardholder Refresher Training. 
This training program reinforces the cardholders’ knowledge of purchase card 
program policy and responsibilities.
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Interactive quizzes 
appear throughout 
the training.

Introduction
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Acceptance of Products and Services
 Acceptance of Products

 Cardholders should inspect items to verify the following:

 Items are in good condition, with no visible damage or defects

 Items meet the requirements of the purchase (e.g., color, size, quantity).

 Cardholders should verify the following:

 The purchase documentation (e.g., receipts, packing lists, shipping documents) matches 
what is provided by the merchant.

 Ensure all purchase requirements are fulfilled.

 Acceptance of Services

 Cardholders should verify that goods and serves are acceptable.

 If all the terms of the order (as described above) are fulfilled, services may then be accepted.
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Oversight & Operations: Transaction Approval
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Defective Items
 Attempt to resolve any defective item—including damaged items and any item not 

complying with cardholder’s order—directly with merchant as soon as possible.

Deficient or Unsatisfactory Items

 Address any unsatisfactory provided services immediately and directly with the merchant 
prior to using purchase card for payment.
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Oversight & Operations: 
Transaction Approval (Cont.)
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Oversight & Operations: 
Transaction Approval (Cont.)
Performing Account Reconciliation
 Cardholders are responsible for reconciling their transactions in Access Online within 30 

days of transaction posting date. 

 Complete all mandatory fields.

 Make any default accounting code, or budget object class (BOC) changes.

 Cardholders with transactions not Final Approved within 60 days of the transaction 
posting date will have their card suspended for the greater of 15 days or until all 
transactions in the review period are in Final Approved status.
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Oversight & Operations: Account Reconciliation

Performing Account Reconciliation (cont.)
 Review Cardholder Guidelines for Approving and Re-allocating Transactions in Access 

Online for a more detailed account reconciliation training.

 Select Transaction Management and then Transaction List from the left-side navigation 
bar.

 Select the Pending transaction by clicking Trans Date form the Access Online 

http://www.dm.usda.gov/procurement/ccsc/purchase_card.htm
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Oversight & Operations: 
Account Reconciliation (Cont.)

 Select the Transaction Line Items tab to see merchant-provided transaction details.
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Oversight & Operations: 
Account Reconciliation (Cont.)

 Select the Comments tab.
 Enter required information in the Comments tab. ALL transactions MUST include 

documentation in the Goods Recvd Date (mm/dd/yyyy) and Item Description 
fields.  Be sure to click Save Comments before returning to the Transaction List.
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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: 
Account Reconciliation (Cont.)
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 Re-allocate a transaction from the “Transaction Detail” screen.
 Click the spy glass icon in between the Line of Accounting and the BOC segment 

lines to search for other valid accounting codes or BOCs.
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Oversight & Operations: 
Account Reconciliation (Cont.)
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Oversight & Operations: 
Account Reconciliation (Cont.)

 Select the Send Request button to complete the request
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Oversight & Operations: 
Account Reconciliation (Cont.)

17

 Click the Save Allocations button to complete the request and to display 
confirmation message.
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Visit  www.dm.usda.gov/procurement/ccsc/purchase_card.htm

for the consolidated USDA Purchase Card Program Guide, Convenience 

Checks Training resources, Handling Frauds & Disputes Training; Access 

Online Comments Tab; and many other resources.

18

Resources

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