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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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Cardholder Refresher Training Topics

» Refresher Training Requirements

= Introduction

= Qversight & Operations: Transaction Approval

= Qversight & Operations: Account Reconciliation

= Resources
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Cardholder Refresher Training Requirements

= 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 (LAPCSs)
and Agency Program Coordinators (APCs) must complete the annual refresher training
by March 315t of each fiscal year, to maintain participation in the USDA Purchase Card
Program.

= 30 business days after the March 315t deadline CCSC will suspend all non-compliant
cardholder accounts if refresher training has not been completed.
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Cardholder Refresher Training Requirements

(Cont.)

= 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 315t of
each fiscal year.

= Purchase card program participants who are still not in compliance by June 30" 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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Introduction

Welcome to the USDA Purchase Card Program Cardholder Refresher Training.

This training program reinforces the cardholders’ knowledge of purchase card
program policy and responsibilities.

Interactive quizzes
appear throughout
the training.
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Oversight & Operations: Transaction Approval

Acceptance of Products and Services

= Acceptance of Products
» Cardholders should inspect items to verify the following:
= |tems are in good condition, with no visible damage or defects
» [tems 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.

= |f all the terms of the order (as described above) are fulfilled, services may then be accepted.
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Oversight & Operations:

Transaction Approval (Cont.)

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.)

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.

days until
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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

U.S. Bank Access” Online

W Transaction Management i
Card Account 5I.Il|'|ﬂ1lr"' with Transaction List ;
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Oversight & Operations:

Account Reconciliation (Cont.)

Select the Transaction Line Items tab to see merchant-provided transaction details.

L/ L/ 1/ |
Summary rf!r!atchlﬂ{l Order | Allocations | Transaction Line Hems | UserLine ltems | Tax Dala

’ Comments x Approval History

The Transaction Line tems tab shows the details provided by the merchant of all line items with the transaction. This tab will only appear
ifthe merchant has passed the level 3 data about the transaction,

Records 1.3 of 3

Product Htem Oty Unit of

Unit  Linetem Lineltem %of Trans Mem Commodity
Code Measure Cost Tax Amount Total Amount Code

0156556 SHEETPROTECTORNONSTCKH 50000 NMB 52900  $000 2085  51.40% 0156556
0679824 CORWOD,2(25-PKSPINDL 20000 NMB  8.0000 §0.00 1600 27.46% 0679824
0933531 INDEXINSERT11X85CLEA 40000 NMB 21900 000  B76  1503% 0833531

[US Bank Access Online screenshot)
Records 1-3 of 2
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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.

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:

Account Reconciliation (Cont.)

ltem 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.)

The Approva] Status will show one of the four statuses: Pending, Rejected, Approved or Final
Approved. Ta reallocate and/or approve a transaction, click the Select box on the transaction
line you want#o change and then click either the Reallocate or the Approve button.
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Oversight & Operations:

Account Reconciliation (Cont.)

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.

1

\ 5
) R
Transaction Management
Transaction Detail

Product. Purchasng Caré

4 Suiich Pioduchs
Card Account Humpar: ***=sss==pon| Icha mith

Transaction Surmmary

Status Tran Date Posting Date Merchamnt

Amount Detadl €+ Purchase D A

Rocounting Code
OBmG D61 CMS COMMUNICATIONS INC CHESTERFIELD, MO §3.21 " 4Z00000000046406 (a* CEDS 87 01001 ADDY CCC PCINDT] |

D) piputed B} G Tisns Datad Lovel B* pealiocated ~~ The user can realiocate the transaction segment
- . v—— y . | value by selecting the “Spyglass” Icon next to
2 - { the segment value they want to change

The Segment Value Search works the same as
outlined in the slides for the "Cardholder Account
Maintain Default Accounting Code” Search

P e Inepapudeed decourtng Code Selecton o -
Curr e Mo ’

Limntng s et e | s
N OF 0TI

- —_— TIP: The user can select their “Favonte” to
1LY A i Csrineg Code ,ﬂm P- Sk * " -V
s S iy o ) reallocate the transaction, which requires no
' ) SRR searching on segments for values
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Oversight & Operations:

Account Reconciliation (Cont.)

= Select the Send Request button to complete the request

r _T
Once the value has been selected by the user, they
Cardholder Accounts are returned to the “Cardholder Accounts
NEHANS TRy S Maintain Default Accounting Code” screen with

the new selected segment value

Cliant Relationship: x it
Card Accourt Number: == 5851, Tohn Smith

Maintain default accounting code, then send the request

Product: Purchaszing Bank: 3055
Name:  John Smuth Agent: D995
Status: ""-OPEN Compamy: 10041
"= required

Segment Name (Length)
LINE OF ACCOUNTING (61) BOC (4) DCN (FAS USE ONLY) (&)

ICEI]Q g7 D1D01 AN

Q Search for valid value

Default Accounting Code Comments: .
‘ To complete the maintenance, the user

selects “Send Request”

Note: the maximum amount of =° 4uls allowed is o4
™ ¢

=

== Backto Summary and Tasks
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Oversight & Operations:

Account Reconciliation (Cont.)

= Click the Save Allocations button to complete the request and to display
confirmation message.

s
.

-

- l.\th‘O‘ul

Transaction Management.’
| Transaction Detail

|| Product: Purchawing Caré .-' Semtch Products
Card Acoournt Numbar: =*eesssssess 868841, Johndmirh Swilch Accounts

[0 Reguest has been successiully completed. 1

' Transaction Surmimany

Status TranDate Posting Date Merchant Cay'State Amount Detall €» PuwchaselD A% Accounting Code

0606 06M1 CMS COMMUNICATIONS INC CHESTERFIELD, MO $3.21 " 4Z00000000046406 ‘A% 110102 94603309 0101 |0101)

) pigputed UL D Toams Detail Level 'A% Realiccated
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Resources

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.
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