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1.0 Introduction
1.1 Purpose
The purpose of the Authorization, Issuance, and Maintenance (AIM) Application User Manual is to assist authorized users of the application by providing a concise, accessible instruction guide that explains the functionality of the application as well as key business rules behind Managing Account and Cardholder Account maintenance.
1.2 Overview of the AIM System
The AIM application is a workflow tool used to perform various Purchase Card Program account authorization and maintenance functions.

AIM draws from hierarchies recorded in the Enterprise Monitoring and Management of Accounts (EMMA) application and determines who has responsibility and permission to initiate and approve requests for purchase card issuance and maintenance, such as:

· Updating card transaction/spending limits

· Changing Merchant Category Code (MCC) status

· Ensuring that ongoing training requirements are met

· Ensuring that lines of accounting (LOAs) are current

When card issuance or maintenance requests are processed through all necessary approvals in AIM, they are sent automatically to the bank for implementation.
1.3 System Requirements
The following components are required on your workstation in order to use AIM:

· PC/SC Smart Card Reader and Driver 

· GSC IS 2.1 Middleware or equivalent

· Internet Browser (Microsoft Internet Explorer 6.0 recommended)
1.4 Screen Captures and Prints

Due to Privacy Act considerations, protected information such as addresses, phone numbers, and email addresses have either been fabricated or erased in the examples used throughout the manual.

1.5 Emails

By default, Microsoft Outlook alters your settings to remove extra line breaks from emails. If you use Microsoft Outlook, it is recommended that you change your settings so that the emails are left unchanged. To change this setting:

1. Click Tools>Options from the top menu.

2. On the Preferences tab, click Email Options…
3. Uncheck the Remove extra line breaks in plain text messages box in the Message      Handling section.
4. Click OK.

5. Click OK.

1.6 Support Contact Information

The PCOLS help desk provides Tier One support with escalation capability to Tiers Two and Three.

If you need help or support, please contact the PCOLS help desk at the following phone numbers or by email at dlacontactcenter@dla.mil.

· US (CONUS) – Commercial (toll-free):  1-800-376-7783

· OCONUS – DSN: 661-7307

· Direct dial: 269-961-7307
You will need to provide the help desk with your Organization ID, which can be found on the Profile page (see sections 6.1, Completing Your Profile − A/OPC and 6.2, Completing Your Profile − Other Users for additional information). This ID is assigned according to your Organization in EMMA and cannot be changed.
2.0 AIM Users
The following sections define the Purchase Card Online System (PCOLS) user roles in AIM as well as application business rules for each role. The sections will clearly delineate what functions you are allowed to perform within AIM.
2.1 Resource Manager and Resource Manager Pool
Within the Managing Account process, the Resource Manager (RM) is responsible for entering all financial information and approving the Managing Account. The RM has the authority to approve or reject the Managing Account request. In addition to the RM’s involvement in Managing Account creation, an RM or a member of the RM Pool can also view, update, or reject a Managing Account.

Within the Cardholder Account, the RM or a member of the RM Pool is responsible for reviewing all financial information and approving the Cardholder Account. In addition to their involvement in Cardholder Account creation, the RM or a member of the RM Pool can also view, update, or reject a Cardholder Account during account maintenance.
2.2 A/OPC

Within the Managing Account process, it is the responsibility of the Agency/Organization Program Coordinator (A/OPC), once the RM has approved a Managing Account, to approve the request, verify that the A/BO has completed all training, and set a requirement date for verification of required Delegations and Appointments. The A/OPC has the authority to approve or reject the Managing Account request. It is the A/OPC’s responsibility to approve all transactions before they are sent to the bank. In addition to the A/OPC’s involvement in Managing Account creation, the A/OPC can also view or update Managing Accounts.

Within the Cardholder Account process, it is the responsibility of the A/OPC, once the RM has approved a Cardholder Account, to approve the request. In addition to the A/OPC’s involvement in Cardholder Account Creation, the A/OPC can also view or update Cardholder Accounts and modify Defense Acquisition University (DAU) training dates as well as Appointments and Review dates.

In addition to account creation and maintenance, the A/OPC can request bank-initiated migration of existing Managing and Cardholder accounts.

The Training tab is available only for the A/OPC. It allows them view the dates that training is due for A/BOs assigned to accounts for which they are responsible, as well as update the training dates once refresher training has been completed.
The A/OPC has the authority to terminate a request in the workflow process at any time. They will also conduct periodic reviews to ensure the appropriateness of the assigned values.
2.3 A/BO Supervisor

Within the Managing Account process, the Approving/Billing Official (A/BO) Supervisor is responsible for initiating a Managing Account request. Once the A/BO has completed their steps in the process, the A/BO Supervisor is required to approve the request prior to it proceeding to the RM. The A/BO Supervisor has the authority to approve or modify the Managing Account request. In addition to the A/BO Supervisor’s involvement in Managing Account creation, the A/BO Supervisor can also view, update, or reject a Managing Account during account maintenance.

Within the Cardholder Account process, the A/BO Supervisor is responsible for approving a Cardholder’s request for a cardholder account only if the Cardholders Supervisor role is filled by the same person that fills the role of the requesting A/BO. 
2.4 A/BO 

Within the Managing Account process, the A/BO is responsible for the creation of a Managing Account to include providing the office name and justification, assigning an RM, and setting the Purchase Limits.

Within the Cardholder Account process, the A/BO is responsible for initiating a request for a Cardholder Account.
2.5 Cardholders Supervisor

The Cardholders Supervisor has no responsibility within the Managing Account process.

Within the Cardholder Account process, once the Cardholder has accepted their nomination, the Cardholders Supervisor is responsible for approving the request and sending to the RM, only if the Cardholders Supervisor is not the issuing A/BO. The Cardholders Supervisor also has the option to reject the request for a Cardholder Account. The Cardholders Supervisor is responsible for approving or updating the Cardholder MCC and spending limits. 
2.6 Cardholder

The Cardholder has no responsibility within the Managing Account process.
Within the Cardholder Account process, the Cardholder is responsible only for accepting the A/BO’s nomination for them to obtain a Purchase Card.
3.0 Navigating Through AIM

The AIM application is set up in a tab-based format. The following list describes each tab and their functions.
Task Inbox − Serves as your AIM home page. When you have a task(s) pending action, it will be listed here with the status of the task, the date that you were assigned the task, the request type, the name of the account holder, the office name, a description of the task, and comments, if necessary.

Managing Accounts − Lists all of the Managing Accounts that you are associated with that have gone through the activation process with the bank. From this tab, you can create or request maintenance on a Managing Account, depending on your provisioned role.

Cardholder Accounts − Lists all of the Cardholder Accounts that you are associated with and have gone through the activation process with the bank. From this tab, you can create or request maintenance on a Cardholder Account, depending on your provisioned role.

Accounts in Progress − Lists all of your associated accounts that currently are in progress and details the type and status of the request. 
Profile − Allows you to view and update your profile.

Account Migration – Only seen by A/OPCs. From this tab, you can initiate Account Migration or check the status of accounts that have begun the migration process.

Training Dates – Only seen by A/OPCs. From this tab, you can update the training dates for all A/BOs associated with Managing and Cardholder Accounts.
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The following links are contained at the top of each page.
Help − This link takes you to the online Help system.

Contact − This link directs you to the contact information for the help desk.

Select Role − This link takes you back to the “Role Selection” page. If you have multiple roles or one role in multiple organizations, this link allows you to change that role without the need to log off and log back into the application.

Logoff − You should always log out of AIM before closing the window.

EMMA − This link takes you to the EMMA application when you need to provision additional users.
4.0 Logon Functions

4.1 Redeeming Your Token and Logging In

To redeem your token and log into AIM:
Option 1 − Via Email Link

In the email, there is the following text:

“Login to the PCOLS Authorization, Issuance and Maintenance system via the following link to complete the nomination: https://pki.dmdc.osd.mil/appj/aim/TokenHandlerAction.do?newSession=true&redeemToken=123456789”
1. Insert your Common Access Card (CAC) into the card reader.

2. Click the provided link. This opens a new browser window.

3. Select your Identity Certificate (this certificate is NOT listed as an Email Certificate).

4. Enter the PIN for your CAC and click OK. 

Note:  RMs will be taken directly to the “Role Acceptance” page.
Option 2 − Via Token on Screen
1. Insert your CAC into the card reader.

2. Open Internet Explorer and enter the following Web address: https://pki.dmdc.osd.mil/appj/aim/.

3. Select your Identity Certificate (this certificate is NOT listed as an Email Certificate).

4. Enter the PIN for your CAC and click OK. The "Log In" page is displayed.

5. Enter your token in the provided text box.

6. Click Redeem Token. 

Note:  RMs will be taken directly to the “Role Acceptance” page.
4.2 Logging In

To log into AIM:
1. Insert your CAC into the card reader.

2. Open Internet Explorer and enter the following Web address: https://pki.dmdc.osd.mil/appj/aim/.

3. Select your Identity Certificate (this certificate is NOT listed as an Email Certificate).

4. Enter the PIN for your CAC and click OK. The "Log On" page is displayed.

5. Click CAC Logon.

6. Click Logon to AIM.

4.3 Selecting Your Role

When selecting a role, be sure to note the Organization in the far right column. PCOLS allows individuals to have duplicate roles in different organizations. To select the role of the organization that you want to modify, click Select Role next to your provisioned role.
5.0 Task Inbox Functions

Once you select your role, you will be directed to the Task Inbox tab. The Task Inbox lists all tasks that are pending action from you. In addition to a list of tasks, the Task Inbox also specifies the status of the task, the date that you were assigned the task, the request type, the name of the account holder, the office name, a description of the task, and comments, if necessary.
To complete a task, click Select next to the name of the task for which you would like to perform an action. Follow the appropriate steps to complete the action.

6.0 Profile Functions

6.1 Completing Your Profile − A/OPC

The first time that you log into AIM, you will be required to complete your profile. Until this task has been completed, your A/BO Supervisor is unable to initiate a request for a Managing Account. When you select your role as an A/OPC, AIM will automatically direct you to your profile page. Appendix C contains detailed views of individual screens. Click here for an expanded view of the “User Profile” screen.
To complete your profile:

1. Enter the DoDAAC for the organization that issued your letter of delegation (i.e., provided you with procurement authority). You are only required to enter one DoDAAC, but can provide up to five, if necessary.

[image: image2.png]DODAACS

Enter the DoDAAC for the organization that issued your letter of delegation (i.e., provided you with procurement autharity). More info
“DoDAAC 1 DoDAAC 2 Dopasc 3 [

DGDAAC 4 DGDAAC &:





Note:  If you need assistance finding your DoDAAC, visit the following web site: 
https://dodaac.wpafb.af.mil/dodaacsearch.cfm or click More info in the DoDAACs section of your profile.
2. Enter your bank information. The following information is required:

2. Bank − This is a drop-down box which allows you to choose the appropriate bank

2. Bank Log-in Name

2. Client Short Name
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3. Agent Number and TBR Reporting Hierarchy − Allows you to enter all agent numbers and their associated TBR Reporting Hierarchy values as assigned to you in the bank system. You must have at least one entry in the Agent Number and TBR Reporting Hierarchy section. To do so, click Add Agent/Hierarchy.

Note:  Follow instructions according to the agency or service for which you are performing this action.

3. Army, Air Force, and Defense Agency customers − Enter your Agent Number and the appropriate values (Levels 1-4) for the TBR Hierarchy. These values are assigned by your bank system.
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3. Navy customers – Enter the appropriate values (Levels 1-5) for the TBR Hierarchy. These values are assigned by your banking system.
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4. Click Add.
Note:  If you entered incorrect TBR Hierarchy values on the “User Profile” screen, click Update or Delete to change or remove the information. Clicking Update will direct you to the “Update Agent Hierarchy” screen, similar to those shown in steps 3a and 3b. Clicking Delete will cause a pop-up warning message asking you to confirm that you want to delete the current hierarchy. Click OK.
5. Verify your User Information. If you need to update your information, click the click here to update the address link within the text. In addition to your personal information, the User Information box also displays your Organization ID. This ID is assigned according to your Organization in EMMA and cannot be changed. You will need this ID number when you call the help desk.
Note:  Your User Information is populated from your Defense Enrollment Eligibility Reporting System (DEERS) profile. The click here to update the address link will direct you to the DEERS Address Update site, which is a DMDC application. Any changes that are made will take up to 24 hours to be reflected in your AIM profile. If you have any problems logging in or updating your address, contact the help desk shown in the Address Update application. To verify if your information has changed, log out of AIM, log back in, and click the Profile tab.
6. Click Save Changes.
6.2 Completing Your Profile − Other Users

1. Click the Profile tab. Appendix C contains detailed views of individual screens. Click here for an expanded view of the “User Profile” screen.
2. Verify your User Information. If you need to update your information, click the click here to update the address link within the text. In addition to your personal information, the User Information text box also displays your Organization ID. This ID is assigned according to your Organization in EMMA and cannot be changed. You will need this ID number when you call the help desk.
Note:  Your User Information is populated from your Defense Enrollment Eligibility Reporting System (DEERS) profile. The click here to update the address link will direct you to the DEERS Address Update site, which is a DMDC application. Any changes that are made will take up to 24 hours to be reflected in your AIM profile. If you have any problems logging in or updating your address, contact the help desk shown in the Address Update application. To verify if your information has changed, log out of AIM, log back in, and click the Profile tab.
7.0 Creating a Managing Account
7.1 Creating a Managing Account Workflow
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7.2 A/BO Supervisor

The A/BO Supervisor performs the first step in the Managing Account workflow. It is up to you to request the new Managing Account.
To request a Managing Account:

1. Click the Managing Accounts tab.

2. Click Request New Managing Account.
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3. The “Nominate Approving/Billing Officials for Managing Account” screen is displayed. This screen lists all of the A/BOs that can be assigned to this Managing Account.
a. A/BO Organization – Select the appropriate Organization for the Primary A/BO. A list of A/BOs that are associated with the selected Organization will be displayed in the table below.
b. Select one Primary Approving/Billing Official. Additionally, you may select up to four Alternate Approving/Billing Officials. If the assigned Primary A/BO or the appropriate Alternate A/BO(s) is not listed, click on the EMMA link, provision them in the system, and restart this workflow.
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4. Click Nominate.
Tip:  To check the status of an active account request, click the Accounts in Progress tab.
Once the A/BO has initiated a request for a new Managing Account, you will receive an email requesting that you approve or modify the request.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Primary A/BO), the Office Name, and a description of what you are required to do.

To approve or modify a request for a new Managing Account:

1. Click Select next to the task with the description “Please approve or modify the following Managing Account.”
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2. The “Verify New Managing Account Request” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen. 
You have the option to update the Resource Manager nomination. If the assigned RM is incorrect, enter a new email address.

3. From the “Verify New Managing Account Request” screen, you also have the option to decrease the requested Purchase Limits.

Note:  If you decrease the Purchase Limit(s), emails will be sent to everyone currently associated with the Managing Account. The workflow will not be restarted.

4. Click Approve.
7.3 A/BO

Once you have been nominated as the Primary A/BO of a Managing Account, you will receive an email requesting you to set up a new Managing Account. Alternate A/BOs will receive an email notification of assignment.
When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Primary A/BO), and a description of what you are required to do.
1. Click Select next to the task with the description “Please set up a new request for a new managing account.”
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2. The “Create Managing Account” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.
Enter the following required information:

2. Managing Account Information − Enter the Office Name and Justification for this Managing Account. These fields are both free text fields.
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2. Resource Manager Nomination − Enter the email address of the RM assigned to this account.
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Note:  The RM that you assign to the Managing Account will also be assigned to all Cardholder Accounts created beneath it.

2. Purchase Limits − Depending on the relationship that you have set up with the bank, the required Purchase Limit information may vary.
Note:  If you are an Army, Air Force, or Defense Agency customer, continue to step f. Follow instructions according to the agency or service for which you are performing this action.
Warning:  If the Credit Limit that you have requested is more than $249,000, both A/OPC approval and special coordination with the bank are required. Contact your A/OPC prior to clicking Submit to ensure that the proposed higher limit is allowed.
2. UIC/OPTI

2. UIC – Enter the Unit Identifier Code (UIC) for this Managing Account. The UIC consists of one upper-case letter followed by five numerals.
2. OPTI – Select the Obligation Processing Type Indicator (OPTI) for this Managing Account from the drop-down list. 
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2. Identity Verification – The Identity Verification field will allow 16 alpha-numeric characters, including spaces. The information that you enter will be used by the bank to validate your identity if you have questions regarding your account.

[image: image14.png]Identity verification
Provide an identification password such as the Benefits Comp Date of the Approving/Billing Official (A/80), last 4 digits of the Social Security Number,
Mother's maiden name, or a password. This will be requested when the A/BO contacts Citibank Customer Service and/or a client Account Manager for
assistance.

* Verification:





2. Organization Name
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2. Acknowledgement of Required Training − Click the check box to acknowledge that you understand that you must complete all required training and submit your certificates to the A/OPC. If you have already completed the training, enter the completion date.
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Note:  The training date will be pre-populated for any subsequent accounts with which you are associated.
3. Click Submit.

Note:  If you do not wish to submit this request right now, you can click Save as Draft. The Office Name and Justification fields are required to save the account as a draft. If you are not the correct A/BO to establish this Managing Account, click Reject. An email will be sent to the A/BO Supervisor advising that a new A/BO needs to be nominated.
Tip:  To check the status of an active account request, click the Accounts in Progress tab.
7.4 Resource Manager
Once the A/BO Supervisor has approved the request for the new Managing Account, you will receive an email nominating you as the RM for the Managing Account. The email will provide you with the Office Name, the account justification, and a token to redeem connecting you to the RM role for this Managing Account.
Follow the instructions in Section 4.1, to redeem your token and log in.

1. Review the account information associated with the token. Appendix C contains detailed views of individual screens. Click here for an expanded view of the “Role Acceptance: Resource Manager” screen.
a. If the Organization listed is not the correct organization:

i. Click Change Organization.
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ii. Click Select next to the name of the correct organization.

b. Verify your User Information. If you need to update your information, click the click here to update the address link within the text. In addition to your personal information, the User Information box also displays your Organization ID. This ID is assigned according to your Organization in EMMA and cannot be changed. You will need this ID number when you call the help desk.
Note:  Your User Information is populated from your Defense Enrollment Eligibility Reporting System (DEERS) profile. The click here to update the address link will direct you to the DEERS Address Update site, which is a DMDC application. Any changes that are made will take up to 24 hours to be reflected in your AIM profile. If you have any problems logging in or updating your address, contact the help desk at the phone number shown in the Address Update application. To verify if your information has changed, log out of AIM, log back in, and click the Profile tab. 
c. If all of the information provided is correct, click Accept.

2. The “Designate Managing Account Financial Information” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.
Note:  Once you have redeemed your token, you can log out of AIM and return to complete your task. To complete the task later, click the Task Inbox tab and click Select next to the appropriate task.

The account information entered by the A/BO will populate the Managing Account Information section. Enter the following required information:

a. EDI Payment Routing Information − Click the radio button next to EDI payment or Non-EDI payment. 
Note:  Navy customers, continue to step d. Follow instructions according to the agency or service for which you are performing this action.
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Army, Air Force, and Defense Agency customers, if you select EDI payment, you are also required to enter the following information:

i. Invoice
ii. Obligation

iii. Cost Transfer – This field is optional
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b. Reallocation Method
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Note:  If you choose By Alternate Accounting Code (AAC), an Alternate Accounting Codes box will display below the Default Accounting Codes. You are required to enter an AAC Code and click Add. The AAC Code is displayed in the Final List of AAC Codes. If you need to remove an AAC Code, click the name of the Code that you want to remove, and click Remove.
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c. Accounting Validation Code (AVC)
d. Default Accounting Codes (DAC) − Depending on the relationship that you have set up with the bank, required fields may vary.
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Tip:  Navy customers cannot add Alternate Accounting Codes (AACs) during account creation. If AACs need to be added to a Navy account, account maintenance must be initiated. See section 8.12.2, Updating Financial Information – Resource Manager and RM Pool for additional information.
e. Purchase Limits − You have the option to decrease the Purchase Limits for this account. If you decrease the Purchase Limits, a Notification email will be sent to all users associated with this Managing Account, but the workflow will not be restarted.

3. Click Approve. 
Note:  If you choose to reject the Managing Account, you must choose a Reason Code from the drop-down box. If you have any additional comments, you can enter them in the text box. Click Reject. You have the option to Save as Draft and return to finish entering information. 
You also have the option to Assign to Pool, if you would like other members of the RM Pool to have access to this Managing Account. Assigning the account to the RM Pool will allow other members of the pool to act, not only on the Managing Account, but all Cardholder Accounts created beneath it.
Tip:  To check the status of an active account request, click the Accounts in Progress tab.
7.5 A/OPC

Once the RM has approved the request for the new Managing Account and completed the financial information, you will receive an email requesting that you approve the account.
When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Please approve the following Managing Account.”
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2. From the “Managing Account Request Approval” screen, you have the option to change the Office Name and the Justification prior to submittal. Appendix C contains detailed views of individual screens. Click here for an extended view of the “Managing Account Request Approval” screen.
3. Click the radio button next to the appropriate TBR Hierarchy.
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4. If the A/BO has completed all of their training and you have been provided with the appropriate documentation, click the check box certifying that you have received the documents and enter the date that the training was completed. If you are unsure if the training has been completed or if you have not been provided with the certificates, click Hold task pending completion of training.
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5. Click the check box verifying that all required appointments have been prepared and processed. Enter a date by which you will complete a review of the Managing Account. 
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6. Purchase Limits – You have the option to decrease the Purchase Limits originally requested.

Note:  If you are an Army, Air Force, or Defense Agency customer, continue to step 8. Follow instructions according to the agency or service for which you are performing this action.
7. UIC OPTI – You have the option to change the UIC and the OPTI, if necessary.

8. Organization Name – You have the option to change the Organization Name, if necessary. 

Note:  If you are an Army, Air Force, or Defense Agency customer, continue to step 10. Follow instructions according to the agency or service for which you are performing this action.
9. Ship to Role – Select the radio button next to the role indicating to whom you would like the Purchase Card shipped.
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10. Click Approve.
Note:  If you choose to reject the Managing Account, you must choose a Reason Code from the drop-down box. If you have any additional comments, you can enter them in the text box. Click Reject. You have the option to Save as Draft and return to finish entering information.
Tip:  To check the status of an active account request, click the Accounts in Progress tab.
8.0 Performing Maintenance on a Managing Account

This section is organized by maintenance type instead of a role-based format. Each topic contains the Managing Account maintenance workflow as well as instructions on how to perform each type of maintenance.

The workflow contains a table illustrating the approval process and designating who can initiate each request. Below the table is a list of the fields that can be modified for each type of request and specific workflow instructions.

8.1 Types of Maintenance and Roles that Can Perform Them
You can perform nine types of maintenance on Managing Accounts:
· Update Account Status (Cancel, Suspend, or Reactivate) (not applicable for Navy customers)
· Update an A/BO Supervisor

· Update an A/BO (Primary or Alternates)

· Update a Resource Manager

· Update a Purchase Limit (Increase or Decrease)
· Modify financial information

· Update appointment and review dates

· Update an Organization Name (not applicable for Navy customers)
· Update a Unit Identifier Code (UIC) and/or Obligation Processing Type Indicator (OPTI) (Navy customers only)
Only certain roles can perform the various types of maintenance. The following list delineates each role and what types of maintenance they are authorized to perform. All updates made on a Managing Account must be approved by the A/OPC.
RM and RM Pool
· Update Account Status (Suspend or Reactivate) (not applicable for Navy customers)
· Update a Purchase Limit (Decrease only)
· Update financial information

A/OPC

· Update Account Status (Cancel, Suspend, or Reactivate) (not applicable for Navy customers)
· Update an A/BO Supervisor

· Update an A/BO (Primary or Alternates)

· Update a Purchase Limit (Increase or Decrease)
· Update a Unit Identifier Code (UIC) and/or Obligation Processing Type Indicator (OPTI) (Navy customers only)
· Update appointment and review dates

· Update an Organization Name (not applicable for Navy customers)
A/BO Supervisor
· Update Account Status (Cancel, Suspend, or Reactivate) (not applicable for Navy customers)
· Update an A/BO (Primary or Alternates)

· Update a Purchase Limit (Increase and Decrease) 

A/BO (Primary or Alternate)
· Update Account Status (Reactivate) (not applicable for Navy customers)

· Update a Resource Manager

· Update a Purchase Limit (Increase and Decrease) 

· Update a Unit Identifier Code (UIC) and/or Obligation Processing Type Indicator (OPTI) (Navy customers only)
· Update an Organization Name (not applicable for Navy customers)
8.2 Cancelling a Managing Account (not applicable for Navy customers)
8.2.1 Cancelling a Managing Account Workflow
	Who can Initiate
	A/BO Supervisor
	A/OPC

	Who reviews/approves
	A/OPC approves
	

	
	Send to bank
	Send to bank


· Modifiable Fields:

· Account status

· No other fields will be updated while the account status is being changed

8.2.2 A/BO Supervisor and A/OPC
The steps for an A/BO Supervisor and an A/OPC to initiate the cancellation of a Managing Account are the same.

To cancel a Managing Account:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.
4. Select Update Account Status (Cancel or Suspend) from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Click Cancel Account.
7. The “Cancellation Warning” screen is displayed. This screen advises you that if the Managing Account is cancelled, all active Cardholder Accounts will also be cancelled. In addition, all Cardholder Account requests in workflow will be terminated. Click Continue Cancellation.
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8.2.3 A/OPC
If the A/BO Supervisor initiates the request for the cancellation of a Managing Account, you will receive an email requesting that you approve the cancellation of the Managing Account along with its associated Cardholder Accounts.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Please approve the cancellation of the Managing Account along with its Cardholder Accounts.”
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2. Click Approve Cancellation.
Note:  If you do not want to approve the cancellation, click Terminate Cancellation. 
8.3 Suspending a Managing Account (not applicable for Navy customers)
8.3.1 Suspending a Managing Account Workflow
	Who can Initiate
	A/BO Supervisor
	Resource Manager and Pool
	A/OPC

	Who reviews/approves
	A/OPC approves
	A/OPC approves
	

	
	Send to bank
	Send to bank
	Send to bank


· Modifiable Fields:

· Account status

· No other fields will be updated while the account status is being changed

8.3.2 A/BO Supervisor, Resource Manager, RM Pool, and A/OPC
The steps for an A/BO Supervisor, Resource Manager, member of the RM Pool, and the A/OPC to initiate the suspension of a Managing Account are the same. 

To suspend a Managing Account:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.
4. Select Update Account Status (Cancel or Suspend) from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.
6. Click Suspend Account.
7. The “Suspension Warning” screen is displayed. This screen advises you that if the Managing Account is suspended, all associated Cardholder Accounts will be suspended as well. Click Suspend.
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8.3.3 A/OPC
If the A/BO Supervisor, Resource Manager, or a member of the Resource Manager Pool initiates the request to suspend a Managing Account, you will receive an email requesting that you approve the suspension of the Managing Account and the associated Cardholder Accounts. 
When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Please approve the suspension of the Managing Account along with its Cardholder Accounts.”
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2.  Click Approve Suspension.

Note:  If you do not want to approve the suspension, click Terminate Suspension. 

8.4 Reactivating a Managing Account (not applicable for Navy customers)
8.4.1 Reactivating a Managing Account Workflow
	Who can Initiate
	A/BO Supervisor
	A/BO (Primary or Alternate)
	Resource Manager and Pool
	A/OPC

	Who reviews/approves
	A/OPC approves
	A/OPC approves
	A/OPC approves
	

	
	Send to bank
	Send to bank
	Send to bank
	Send to bank


· Modifiable Fields:

· Account status

· No other fields will be updated while the account status is being changed

8.4.2 A/BO Supervisor, A/BO (Primary or Alternate), Resource Manager, RM Pool, and A/OPC
The steps for an A/BO Supervisor, A/BO (Primary or Alternate), Resource Manager, member of the RM Pool, and A/OPC to initiate the reactivation of a Managing Account are the same.
To reactivate a Managing Account:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Account Status (Reactivate) from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Click Reactivate Account.

7. The “Reactivation Warning” screen is displayed. This screen advises you that if the Managing Account is reactivated, all associated Cardholder Accounts will be reactivated as well. Below the Managing Account, you will see a list of Cardholder Accounts associated with it. Click Reactivate.
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8.4.3 A/OPC

If an A/BO Supervisor, A/BO (Primary or Alternate), Resource Manager, or a member of the RM Pool initiates the request to reactivate a Managing Account, you will receive an email requesting that you approve the reactivation of the Managing Account and the associated Cardholder Accounts.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Please approve the reactivation of the managing account along with its cardholder accounts.”
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2. Click Approve Reactivation.
Note:  If you do not want to approve the reactivation, click Terminate Reactivation. 

8.5 Updating an A/BO Supervisor

8.5.1 Updating an A/BO Supervisor Workflow

	Who can Initiate
	A/OPC

	Who reviews/approves
	No workflow


· Modifiable Fields:

· Primary A/BO Supervisor

· Upon submission, the Managing Account, as well as all Cardholder Accounts that are associated with it, is updated with the new A/BO Supervisor listed as the Primary A/BO Supervisor

· All A/BO Supervisors within the Pool are able to act on future tasks, regardless of whether they are the Primary A/BO Supervisor assigned to the account

· This does NOT get sent to the bank

8.5.2 A/OPC

To update an A/BO Supervisor:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update A/BO Supervisor from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 1d. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Click the radio button for the new A/BO Supervisor that you want assigned to this account.
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7. Click Submit. The selected A/BO Supervisor will receive notification of the change.
8.6 Updating an A/BO
8.6.1 Updating an A/BO Workflow
	Who can Initiate
	A/BO Supervisor
	A/OPC

	Who reviews/approves
	
	A/BO Supervisor nominates

	
	Primary A/BO accepts
	Primary A/BO accepts

	
	A/OPC approves
	A/OPC approves

	
	Send to bank
	Send to bank


· Modifiable Fields:

· Primary A/BO

· Up to four Alternate A/BOs

· The task is only sent to the Primary A/BO for acceptance if a new Primary is selected
· If only an Alternate A/BO is selected, the task is sent directly to the A/OPC for approval and an email notification will be sent to the newly-nominated Alternate A/BO

· If the A/OPC initiates the request, the A/BO Supervisor has the option of canceling the request to update the A/BO(s)

· If the Primary A/BO or the A/OPC rejects the request, a task is sent back to the A/BO Supervisor for re-nomination

8.6.2 A/BO Supervisor
To update an A/BO (Primary or Alternates):

1. To initiate a request to update an A/BO:

a. Click the Managing Accounts tab.
b. Click Select next to the Managing Account that you want to update.
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c. Click Perform Maintenance.
d. Select Update A/BO (Primary or Alternates) from the drop-down box and click Continue.
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e. The Reason field is automatically populated by the maintenance action that you chose to perform in step 1d. Enter any comments or justifications that you may have for making the change in the Comments box. Continue to step 3.
2. If the A/OPC initiates the request to update an A/BO, you will receive an email requesting that you nominate new A/BOs for this request.
When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

Click Select next to the task with the description “Nominate new A/BOs for this request.”
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3. You have the option to change the Primary A/BO and/or the Alternate A/BO(s). 
a. A/BO Organization – Select the appropriate Organization for the Primary A/BO. A list of A/BOs that are associated with the selected Organization will be displayed in the table below.
b. To change the Primary A/BO, click the radio button in the “Primary” column next to the name of the user that you would like to be assigned as the Primary A/BO for this account. 
c. To change or add an Alternate A/BO, click the check box next to the name of the user(s) that you would like to be assigned as Alternate A/BOs to this account. You can assign up to four Alternate A/BOs to an account.

Note:  If you would like to remove all Alternate A/BOs, do not select any check boxes.
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4. Click Submit.

Note:  If you do not want to change the Primary or Alternate A/BO(s), click Cancel Update.
8.6.3 A/BO (Primary)
Once you have been nominated by the A/BO Supervisor, you will receive an email requesting that you accept your nomination.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (nominated Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Accept or reject nomination of Primary Approving/Billing Official for this account.”
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2. Verify your User Information. If you need to update your information, click the click here to update the address link within the text. In addition to your personal information, the User Information box also displays your Organization ID. This ID is assigned according to your Organization in EMMA and cannot be changed. You will need this ID number when you call the help desk.

Note:  Your User Information is populated from your Defense Enrollment Eligibility Reporting System (DEERS) profile. The click here to update the address link will direct you to the DEERS Address Update site, which is a DMDC application. Any changes that are made will take up to 24 hours to be reflected in your AIM profile. If you have any problems logging in or updating your address, contact the help desk shown in the Address Update application. To verify if your information has changed, log out of AIM, log back in, and click the Profile tab. 

3. Click the Acknowledgement of Required Training check box. If you have already completed the training, enter the date.
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4. Click Accept.
Note:  If you reject the nomination, click the Reason Code drop-down box to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Reject.
8.6.4 A/OPC

To initiate a request to update an A/BO (Primary or Alternates):

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update A/BO (Primary or Alternates) from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Click Submit.
Once the new Primary A/BO has accepted their nomination or the A/BO Supervisor has changed the alternate A/BOs, you will receive an email requesting that you approve the A/BO updates.
When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve the updated Approving/Billing Officials for this account.”
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2. In the “Acknowledgement of Required Training” section, click the check box certifying that all training required for account setup has been completed by the A/BO and that you received and will retain a copy of the training certificate for use in Card Program reviews. Enter the date that the training was completed.

Note:  If you have not received a copy of the A/BO’s DAU training certificate, click Hold task pending completion of training.

3. In the “Required Appointments and Review” section, click the check box certifying that all required appointments have been prepared and processed. Enter the date by which you will conduct a review of the Managing Account.
4. Click Approve Update.
8.7 Updating a Resource Manager

8.7.1 Updating a Resource Manager Workflow

	Who can Initiate
	A/BO (Primary or Alternate)

	Who reviews/approves
	RM accepts nomination

	
	A/OPC approves


· Modifiable Fields:

· Resource Manager

· The A/BO is the only person in the workflow who is allowed to initiate the update of a Resource Manager
8.7.2 A/BO (Primary or Alternate)

To initiate a request to update a Resource Manager:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Resource Manager from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Click the radio button next to the name of the user that you would like to be assigned as the Resource Manager for this account. If the individual is not listed, enter their email address in the box provided.
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7. Click Submit.

8.7.3 Resource Manager

Once you have been nominated by the A/BO, you will receive an email nominating you as the RM for the Managing Account. The email will provide you with the account name, the account description, and a token to redeem connecting you to the RM role for this Managing Account.

Follow the instructions in Section 4.1, to redeem your token and log in.

1. Review the account information associated with the token. 

2. If the Organization listed is not the correct organization:

a. Click Change Organization.
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b. Click Select next to the name of the correct organization.

3. Verify your User Information. If you need to update your information, click the click here to update the address link within the text. In addition to your personal information, the User Information box also displays your Organization ID. This ID is assigned according to your Organization in EMMA and cannot be changed. You will need this ID number when you call the help desk.

Note:  Your User Information is populated from your Defense Enrollment Eligibility Reporting System (DEERS) profile. The click here to update the address link will direct you to the DEERS Address Update site, which is a DMDC application. Any changes that are made will take up to 24 hours to be reflected in your AIM profile. If you have any problems logging in or updating your address, contact the help desk at the phone number shown in the Address Update application. To verify if your information has changed, log out of AIM, log back in, and click the Profile tab. 
4. If all of the information provided is correct, click Accept.

8.7.4 A/OPC
Once the new RM has accepted their nomination, you will receive an email requesting that you approve the RM update.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve the updated Resource Manager for this account.”
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2. Click Approve Update.

Note:  If you choose to reject the update, the request will be sent back to the initiator. 
8.8 Updating Purchase Limits (Increase)
8.8.1 Increasing a Purchase Limit Workflow
	Who can Initiate
	A/BO Supervisor
	A/BO (Primary or Alternate)
	A/OPC

	Who reviews/approves
	
	A/BO Supervisor approves
	

	
	A/BO (Primary or Alternate) approves
	
	A/BO (Primary or Alternate) approves

	
	RM approves
	RM approves
	RM approves

	
	A/OPC approves
	A/OPC approves
	A/OPC approves

	
	Send to bank
	Send to bank
	Send to bank


· Modifiable Fields:
· Cycle Purchase Limit
· Annual Purchase Limit (not applicable for Navy customers)

· Single Purchase Limit (not applicable for Navy customers)

· Quarterly Purchase Limit (not applicable for Navy customers)

· Credit Limit (not applicable for Navy customers)

· The Resource Manager is the only person in the workflow who is allowed to decrease the requested limits below the current limits of the account during the Update Purchase Limit Workflow

8.8.2 A/BO (Primary or Alternate)
To initiate an increase of a Purchase Limit:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.

[image: image57.png]Information and Technology for Better Decision Making

Help | Contact |
Purchase Card

Authorization, Issuance and Maintenance

Managing Accounts

welcome User. You are logged in as the Purchase Card Approving/Billing Official.

Initiate Managing Account Maintenance Request

Request Maintenance

To request maintenance (i.e., update, suspend or cancel) on an existing Managing Account please click on the Select button next to the appropriate
account or double click on the row to be taken to the account detail

(@5 5 Displaying 1- 10f 1 Account status filters Default v #To Display [10_¥
Account Office Name | Justification Account Number || Account
Holder Status
Select | PV A0 ottcq Name
Name

To perform maintenance on a Managing Account HHERE SRR 1917 Active





3. Click Perform Maintenance.

4. Select Update Purchase Limits from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new Purchase Limit that you would like to request. 

7. Click Submit.

Note:  If you choose to cancel the request, the active Managing Account values will remain the same as those last approved by the bank.

If the A/BO Supervisor or the A/OPC initiates the request, you will be sent an email requesting you to approve the update of the Purchase Limit.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve or reject the increase in limits.”
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2. You have the option to increase or decrease the modified Purchase Limits.

Note:  Only the RM has the authority to decrease the Purchase Limits below the original limits assigned to the card.
3. Click Approve Update.

Note:  If you choose to reject the request, the request will be sent back to the initiator.
8.8.3 A/BO Supervisor
To initiate an increase of a Purchase Limit:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Purchase Limits from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new Purchase Limit that you would like to request. 

7. Click Submit.

Note:  If you choose to terminate the request, the active Managing Account values will remain the same as those last approved by the bank.
If the A/BO initiates the request, you will be sent an email requesting you to approve the update of the Purchase Limit.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve or reject the increase in limits.”
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2. You have the option to increase or decrease the modified Purchase Limits.

Note:  Only the RM has the authority to decrease the Purchase Limits below the original limits assigned to the card.
3. Click Approve Update.

Note:  If you choose to reject the request, the request will be sent back to the initiator.
8.8.4 A/OPC

To initiate an increase of a Purchase Limit:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Purchase Limits from the drop-down box and click Continue.

[image: image64.png]Select Maintenance Action
Select a maintenance action to perform

Update Purchase Lirits





5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new Purchase Limit that you would like to request. 

7. Click Submit.

Note:  If you choose to terminate the request, the active Managing Account values will remain the same as those last approved by the bank.
Once the RM has approved the update of the Purchase Limit, you will be sent an email requesting you to approve the update of the Purchase Limit.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve or reject the increase in limits.”
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2. You have the option to increase or decrease the modified Purchase Limits.

Note:  Only the RM has the authority to decrease the Purchase Limits below the original limits assigned to the card.
3. Click Approve Update.

Note:  If you choose to reject the request, the request will be sent back to the initiator.
8.8.5 Resource Manager and RM Pool
Once the initial request has been approved, you will be sent an email requesting you to approve the update of the Purchase Limit.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve or reject the increase in limits.”
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2. You have the option to decrease the modified Purchase Limits.

Note:  Only the RM has the authority to decrease the Purchase Limits below the original limits assigned to the card.
3. Click Approve Update.

Note:  If you choose to reject the request, the active Managing Account values will remain the same as those last approved by the bank.
8.9 Updating Purchase Limits (Decrease)
8.9.1 Decreasing a Purchase Limit Workflow

	Who can Initiate
	A/BO (Primary or Alternate)
	A/BO Supervisor
	Resource Manager and Pool
	A/OPC

	Who reviews/approves
	RM approves
	RM approves
	
	

	
	A/OPC approves
	A/OPC approves
	A/OPC approves
	

	
	Send to bank
	Send to bank
	Send to bank
	Send to bank


· Modifiable Fields:

· Cycle Purchase Limit

· Annual Purchase Limit (not applicable for Navy customers)

· Single Purchase Limit (not applicable for Navy customers) 
· Quarterly Purchase Limits (not applicable for Navy customers)
· Credit Limit (not applicable for Navy customers.

· Email notifications will be sent out to others in the hierarchy regarding the changes being made

· If multiple limit fields are modified and ANY of the limits are increased, AIM will go through the Increase Purchase Limit workflow (see Section 8.7, Updating Purchase Limits (Increase) for workflow information)
8.9.2 A/BO (Primary or Alternate) and A/BO Supervisor
The steps for an A/BO (Primary or Alternate) and an A/BO Supervisor to initiate the decrease of a Purchase Limit are the same.

To initiate a decrease of a Purchase Limit:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Purchase Limits from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new Purchase Limit that you would like to request. 

7. Click Submit.

Note:  If you choose to cancel the request, the active Managing Account values will remain the same as those last approved by the bank.
8.9.3 Resource Manager and RM Pool

To initiate a decrease of a Purchase Limit:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Purchase Limits from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new Purchase Limit that you would like to request. 

7. Click Submit.

Note:  If you choose to cancel the request, the active Managing Account values will remain the same as those last approved by the bank.
If the A/BO or A/BO Supervisor initiates the request, you will be sent an email requesting you to approve the update of the Purchase Limit.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve or reject the decrease in limits.”
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2. You have the option to decrease the modified Purchase Limits.

Note:  Only the RM has the authority to decrease the Purchase Limits below the original limits assigned to the Managing Account.
3. Click Approve Update.

Note:  If you choose to terminate the request, the AMA values will default back to those last approved by the bank.
8.9.4 A/OPC

To initiate a decrease of a Purchase Limit:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Purchase Limits from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new Purchase Limit that you would like to request. 

7. Click Submit.

Note:  If you choose to cancel the request, the active Managing Account values will remain the same as those last approved by the bank.
If the A/BO, A/BO Supervisor, RM, or a member of the RM Pool initiates the request, you will be sent an email by the RM or member of the RM Pool requesting you to approve the update of the Purchase Limit.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve or reject the decrease in limits.”
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2. You have the option to increase or decrease the modified Purchase Limits.

Note:  Only the RM has the authority to decrease the Purchase Limits below the original limits assigned to the Managing Account.
3. Click Approve Update.

Note:  If you choose to terminate the request, the AMA values will default back to those last approved by the bank.

8.10 Updating an Organization Name (not applicable for Navy customers)
8.10.1 Updating an Organization Name Workflow
	Who can Initiate
	A/BO (Primary or Alternate)
	A/OPC

	Who reviews/approves
	A/OPC approves
	

	
	Send to bank
	Send to bank


· Modifiable Fields:

· Organization Name

· The A/BO Supervisor will receive notification of the change prior to sending to the bank
8.10.2 A/BO (Primary or Alternate)

To initiate the update of an Organization Name:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Organization Name from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new Organization Name. 
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7. Click Submit.
8.10.3 A/OPC

To initiate the update of an Organization Name:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Organization Name from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new Organization Name. 
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7. Click Submit.
If the A/BO initiates the request, you will be sent an email requesting you to approve the new Organization Name.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve the managing account organization name update.”
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2. Click Approve Update.
Note:  If you do not want to change the name of the organization, click Reject Update. 
8.11 Updating Required Appointments and Review Date

8.11.1 Updating Required Appointments and Review Date Workflow
	Who can Initiate
	A/OPC

	Who reviews/approves
	No workflow


· Modifiable fields:

· Required Review Date for Managing Account
· This information is internal to the AIM application
· This does NOT get sent to the bank
8.11.2 A/OPC
To update the Required Appointments and Review Date:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Required Appointments and Review Date from the drop-down box and click Continue.
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5. In the “Required Appointments and Review” section, click the check box certifying that all required appointments have been prepared and processed. Enter the date by which you will conduct a review of the Managing Account.
6. Click Submit.
8.12 Updating Financial Information

8.12.1 Updating Financial Information Workflow
	Who can Initiate
	Resource Manager and Pool

	Who reviews/approves
	A/OPC approves

	
	Send to bank


· Modifiable fields:

· EDI Payment Type

· Reallocation Method

· Accounting Validation Code

· Default Line of Accounting (all segments)

· Alternate Accounting Code Names

· Only the Resource Manager is allowed to update this part of the account

8.12.2 Resource Manager and RM Pool
To update financial information:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update Financial Information from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. EDI Payment and Routing Information − You have the option to change the EDI Payment and Routing Information. Click the radio button next to EDI payment or Non-EDI payment. 
Note:  Navy customers, continue to step 8. Follow instructions according to the agency or service for which you are performing this action.
Army, Navy, and Defense Agency customers, if you select EDI payment, you are also required to enter the following information:
a. Invoice – This is a mandatory field – choose from a drop-down menu
b. Obligation – This is a mandatory field – choose from a drop-down menu
c. Cost Transfer – This is not a mandatory field – choose from a drop-down menu

7. LOA (Army, Air Force, and Defense Agency customers) − You have the option to change the following information:

a. Reallocation Method
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Note:  If you choose By Alternate Accounting Code (AAC), an Alternate Accounting Codes box will display below the Default Accounting Codes. You are required to enter an AAC Code and click Add. The AAC Code is displayed in the Final List of AAC Codes. If you need to remove an AAC Code, click the name of the Code that you want to remove and click Remove.
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b. Accounting Validation Code
c. Default Accounting Codes − Depending on the relationship that you have set up with the bank, required fields may vary.
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Note:  Army, Air Force, and Defense Agency customers, continue to step 9. Follow instructions according to the agency or service for which you are performing this action.
8. LOA (Navy customers) − You have the option to change the following information:

a. Reallocation Method
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Note:  If you choose By Alternate Accounting Code (AAC), an Alternate Accounting Codes box will display below the Default Accounting Codes. You are required to enter an AAC Code and click Add. The AAC Code is displayed in the Final List of AAC Codes. If you need to remove an AAC Code, click the name of the Code that you want to remove and click Remove.
[image: image90.png]*Alternate Accounting Codes
Please add Alternate Accounting Codes (4AC). To add a new AAC, please fill out the AAC text box below and click on the "Add" buttan,
the code to the Final List of AAC Codes. To remove a code from the list, highlight the code and click on the "Remove” button.

AAC Cade

Add

Final List of AAC Codes (At least one cade is required)

Remaove

This will append





b. Default Accounting Codes − Depending on the relationship that you have set up with the bank, required fields may vary.
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9. Click Submit.
8.12.3 A/OPC
Once the initial request has been submitted, you will be sent an email requesting you to approve the change in financial information.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve the Managing Account financial information update.”
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2. You do not have the option to change any information. Click Approve Update.
Note:  If you reject the changes, click the Reason Code drop-down box to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Reject Update.
8.13 Updating a Unit Identifier Code (UIC) and/or Obligation Processing Type Indicator (OPTI) (Navy customers only)
8.13.1 Updating a UIC and/or OPTI Workflow
	Who can Initiate
	A/BO (Primary or Alternate)
	A/OPC

	Who reviews/approves
	A/OPC approves
	

	
	Send to bank
	Send to bank


· Modifiable Fields:

· UIC
· OPTI

· The A/BO Supervisor will receive notification of the change
8.13.2 A/BO (Primary or Alternate)
To initiate the update of a UIC and/or OPTI:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update UIC and/or OPTI from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new UIC. 
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7. Select a new OPTI from the drop-down menu.

Note:  You are not required to perform both steps 6 and 7. You have the option to only modify one of the fields.

8. Click Submit.
8.13.3 A/OPC

To initiate the update of a UIC and/or OPTI:

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to update.
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3. Click Perform Maintenance.

4. Select Update UIC and/or OPTI from the drop-down box and click Continue.
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5. The Reason field is automatically populated by the maintenance action that you chose to perform in step 4. Enter any comments or justifications that you may have for making the change in the Comments box.

6. Enter the new UIC. 
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7. Select a new OPTI from the drop-down menu.
Note:  You are not required to perform both steps 6 and 7. You have the option to only modify one of the fields.

8. Click Submit.
If the A/BO initiates the request, you will be sent an email requesting you to approve the UIC and/or OPTI update.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Primary A/BO), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve the managing account UIC and/or OPTI update.”
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2. Click Approve Update.

Note:  If you reject the changes, click the Reason Code drop-down box to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Reject Update.
9.0 Viewing an Activated Managing Account

1. Click the Managing Accounts tab.

2. Click Select next to the Managing Account that you want to view. The Managing Account information will display.
[image: image100.png]Information and Technology for Better Decision Making

Purchase Card

Authorization, Issuance and Maintenance

Managing Accounts

Welcome User. You are logged in as the Approving/Billing Officials Supervisor.
Initiate Managing Account Creation or Maintenance Request

[~ Request New Account
To initiate a request for establishment of @ new Managing Account, please click on the buttan below. You will be prompted to select Approving/Billing

Officials for the account

42 Request New Managing Account

[ Request Maintenance
To request maintenance (i.e., update, suspend or cancel) on an existing Managing Account please click on the Select button next to the appropriate

account or double click on the row to be taken to the account detail
2 €5 5 Displaying 1- 10f 1 Account Status filter: | Default v #7o Display |10 ¥
(e Office Name | Justification Account Number || Account
Select Z;‘Z‘:’Y /R0 Office Name To perform maintenance on a Managing Account BRRRRRRRRRRR1217 Active





10.0 Requesting a Cardholder Account

10.1 Requesting a Cardholder Account Workflow
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10.2 A/BO

The A/BO performs the first step in the Cardholder Account workflow. It is up to you to request the new Cardholder Account. 
To request a Cardholder Account:

1. Click the Cardholder Accounts tab.

2. Click Request new Cardholder Account.
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3. Click Select next to the name of the Managing Account to which you want to issue a Cardholder Account.
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Note:  To perform a search for a specific Managing Account, see section 15.1, Performing a Managing Account Search.
4. The “Cardholder Account Request” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of this screen. Enter the Office Name and Justification for the Cardholder Account.
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Note:  The Office Name must be alphanumeric characters and cannot include any special characters (i.e., !, @, #).
5. If you are the Cardholders Supervisor, click the check box indicating that you fill both the Approving/Billing Official and Cardholders Supervisor roles. Your demographics will be displayed as the Cardholders Supervisor.
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If you are not the Cardholders Supervisor:

a. Click Select Cardholders Supervisor.
b. Click Select next to the name of the Cardholders Supervisor that you would like assigned to this account.
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6. Cardholder Nomination − Enter the email address of the Cardholder that you wish to nominate.
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7. Card Embossing Options − You have the option to change the name of the organization that you would like embossed on the card
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Note:  The organization name defaults to the name of the organization entered in your Managing Account.
8. Card/Convenience Check Issuance Options − Check either Issue Card or Issue Convenience Check. You cannot issue both.
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9. Purchase Limits − Enter the Purchase Limits that will be associated with the Cardholder Account. Depending on the relationship that you have set up with the bank, the required Purchase Limit information may vary. 
Note:  If you are an Army, Air Force, or Defense Agency customer, continue to step 11. Follow instructions according to the agency or service for which you are performing this action.
Warning:  If the Credit Limit that you have requested is more than $249,000, both A/OPC approval and special coordination with the bank are required. Contact your A/OPC prior to clicking Submit to ensure that the proposed higher limit is allowed.
10. UIC OPTI − Verify the Unit Identifier Code (UIC) for this Managing Account. The UIC field is automatically populated with the UIC assigned to the associated Managing Account. If the UIC is incorrect, please provide the correct UIC in the following format: one uppercase letter followed by five numerals.
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11. Merchant Category Codes − Add Included or Excluded Merchant Category Code (MCC) Groups for this Cardholder Account in order to define which items/services that a cardholder may purchase. Click on the desired checkboxes to define the MCC Group and then click Add under either Included or Excluded MCC Groups. This appends the group of codes to the list of the appropriate MCC Groups. 

Note:  Army, Air Force, or Defense Agency customers may add up to four groups and do not have an Exclude group option. For Navy customers, a maximum of nine groups may be added, including the default Exclude group. To remove a group from the list, highlight the group of codes to be removed and click Remove. The default Exclude group may not be removed. Follow instructions according to the agency or service for which you are performing this action.
Tip:  An account must have at least one MCC Group to be usable. MCC Groups can be added as either Included (Army, Air Force, Defense Agency, and Navy customers) or Excluded (Navy customers only). Included MCC Groups represent collections of MCCs within which the Cardholder may purchase items/services. Excluded MCC Groups represent collections of MCCs within which the Cardholder may NOT purchase items/services.
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12. Click the check box certifying that the requested Cardholder Account is necessary to meet mission requirements.

13. Click Submit.

Note:  If you would like to finish the task at a later time, click Save as Draft.
10.3 Cardholder
Once you have been nominated as a Cardholder, you will receive an email with a token string. Follow the instructions in Section 4.1, Redeeming Your Token and Logging In to redeem your token.
1. Review the information on the “Cardholder Nomination Acknowledgement” screen. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.
a. Verify your User Information. If you need to update your information, click the click here to update the address link within the text. 
Note:  If you are an Army, Air Force, or Defense Agency customer, continue to step 3. Follow instructions according to the agency or service for which you are performing this action.
Note:  Your User Information is populated from your Defense Enrollment Eligibility Reporting System (DEERS) profile. The click here to update the address link will direct you to the DEERS Address Update site, which is a DMDC application. Any changes that are made will take up to 24 hours to be reflected in your AIM profile. If you have any problems logging in or updating your address, contact the help desk.
2. Identity Verification − The Identity Verification field allows 16 alpha-numeric characters, including spaces. The information that you enter will be used by the bank to validate your identity if you have questions regarding your account.
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3. Click the Acknowledgement of Required Training check box. If you have already completed the training, enter the date.
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4. Click the check box acknowledging responsibility for fulfilling all cardholder duties and responsibilities.

5. Click Accept. AIM will automatically log you off of the system and display a green text box at the top of the screen letting you know that your action was successful.

Note:  If you reject the nomination, click the Reason Code drop-down box to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Reject.

10.4 A/BO Supervisor/Cardholders Supervisor
If the A/BO and the Cardholders Supervisor are the same person, the A/BO Supervisor is responsible for approving the Cardholder Account request.
If the A/BO and Cardholders Supervisor are different people, the Cardholders Supervisor is responsible for approving the Cardholder Account request.

Once the Cardholder accepts their nomination, you will receive an email requesting that you approve the account.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Cardholder), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Please approve the following Cardholder Account request.”
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2. Review the information on the “Verify Cardholder Account Request” screen. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.
3. Card/Convenience Checks Issuance Options − Click one of the check boxes if you would like to change whether the Cardholder receives a card or convenience checks.
4. Purchase Limits − You have the option to decrease the Purchase Limits initially requested.

5. Merchant Category Codes − You have the option to change the included or excluded MCC groups. To add an MCC Group, click on the desired checkboxes to define the MCC Group and then click Add under either Included or Excluded MCC Groups. This appends the group of codes to the list of the appropriate MCC Groups. 

Note:  Army, Air Force, or Defense Agency customers may add up to four groups and do not have an Exclude group option. For Navy customers, a maximum of nine groups may be added, including the default Exclude group. To remove a group from the list, highlight the group of codes to be removed and click Remove. The default Exclude group may not be removed. Follow instructions according to the agency or service for which you are performing this action.
Tip:  An account must have at least one MCC Group to be usable. MCC Groups can be added as either Included (Army, Air Force, Defense Agency, and Navy customers) or Excluded (Navy customers only). Included MCC Groups represent collections of MCCs within which the Cardholder may purchase items/services. Excluded MCC Groups represent collections of MCCs within which the Cardholder may NOT purchase items/services.
6. Click Approve.

Note:  If you reject the Cardholder Account request, click the Reason Code drop-down box to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Reject.
10.5 Resource Manager and RM Pool
Once the A/BO Supervisor or Cardholders Supervisor has approved the request for the new Cardholder Account, you will receive an email requesting that you approve the account.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Cardholder), the office name, and a description of what you are required to do.

1. On the “Task Inbox” screen, click Select next to the task with the description “Please verify that the financial information is correct.”
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The “Designate Cardholder Account Financial Information” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.
2. LOA − You have the option to modify the following information:
2. Accounting Validation Code – This is a required field for Army, Air Force, and Defense Agency customers.
Note:  Follow instructions according to the agency or service for which you are performing this action.
2. Default Accounting Codes – The following DAC fields are required for everyone: DEPT, FY, BS, and SCL. Depending on the relationship that you have set up with the bank, the additional required fields may vary.
Tip:  Navy customers cannot add Alternate Accounting Codes (AACs) during account creation. If AACs need to be added to a Navy account, account maintenance must be initiated. See section 11.4, Cardholder Maintenance – Resource Manager and RM Pool for additional information.

3. Purchase Limits − You have the option to decrease the Purchase Limits for this account. If you decrease the Purchase Limits, a Notification email will be sent to all users associated with this Cardholder Account, but the workflow will not be restarted.
4. Merchant Category Codes − You have the option to change the included or excluded MCC groups. To add an MCC Group, click on the desired checkboxes to define the MCC Group and then click Add under either Included or Excluded MCC Groups. This appends the group of codes to the list of the appropriate MCC Groups. 

Note:  Army, Air Force, or Defense Agency customers may add up to four groups and do not have an Exclude group option. For Navy customers, a maximum of nine groups may be added, including the default Exclude group. To remove a group from the list, highlight the group of codes to be removed and click Remove. The default Exclude group may not be removed. Follow instructions according to the agency or service for which you are performing this action.
Tip:  An account must have at least one MCC Group to be usable. MCC Groups can be added as either Included (Army, Air Force, Defense Agency, and Navy customers) or Excluded (Navy customers only). Included MCC Groups represent collections of MCCs within which the Cardholder may purchase items/services. Excluded MCC Groups represent collections of MCCs within which the Cardholder may NOT purchase items/services.
5. Click Approve.
Note:  If you reject the Cardholder Account request, click the Reason Code drop-down box to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Reject. If you would like to finish the task at a later time, click Save as Draft.
10.6 A/OPC

Once the RM has approved the request for the new Cardholder Account and entered the financial information, you will receive an email requesting that you approve the account.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (Cardholder), the office name, and a description of what you are required to do.

1. On the “Task Inbox” screen, click Select next to the task with the description “Please verify that the following cardholder account request is correct.”
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The “Cardholder Account Request Approval” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.
2. Verification of Completed Training − Click the check box certifying that all training required for account setup has been completed by the Cardholder and that you received and will retain a copy of the training certificate for use in Card Program reviews. Enter the date that the training was completed.

Note:  If you have not received a copy of the Cardholder’s DAU training certificate, click Hold task pending completion of training.
3. Required Appointments and Review − Click the check box certifying that all required appointments have been prepared and processed. Enter the date by which you will conduct a review of the Cardholder Account.

4. Card Embossing − You have the option to change the organization name that will be displayed on the card as well as any third-line data that might have been entered. 
Note:  If you are an Army, Air Force, or Defense Agency customer, continue to step 6. Follow instructions according to the agency or service for which you are performing this action.
5. UIC OPTI – You have the option to change the UIC, if necessary. The OPTI field cannot be modified.
6. Card/Convenience Checks Issuance Options − Click one of the check boxes if you would like to change whether the Cardholder receives a card or convenience checks.

7. Cardholder Account Special Designations − You have the option of choosing one or more Special Designation to assign to the account. This information is not mandatory.
8. Purchase Limits − You have the option to decrease the Purchase Limits for this account. If you decrease the Purchase Limits, a Notification email will be sent to all users associated with this Cardholder Account, but the workflow will not be restarted.
9. Merchant Category Codes − You have the option to change the included or excluded MCC groups. To add an MCC Group, click on the desired checkboxes to define the MCC Group, then click Add under either Included or Excluded MCC Groups. This appends the group of codes to the list of the appropriate MCC Groups. 

Army, Air Force, or Defense Agency customers may add up to four groups and do not have an Exclude group option. For Navy customers, a maximum of nine groups may be added, including the default Exclude group. To remove a group from the list, highlight the group of codes to be removed and click Remove. The default Exclude group may not be removed. Follow instructions according to the agency or service for which you are performing this action.
Tip:  An account must have at least one MCC Group to be usable. MCC Groups can be added as either Included (Army, Air Force, Defense Agency, and Navy customers) or Excluded (Navy customers only). Included MCC Groups represent collections of MCCs within which the Cardholder may purchase items/services. Excluded MCC Groups represent collections of MCCs within which the Cardholder may NOT purchase items/services.
10. Click Approve.
Note:  If you reject the Cardholder Account request, click the Reason Code drop-down box to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Reject. If you would like to finish the task at a later time, click Save as Draft.
11.0 Performing Maintenance on a Cardholder Account

11.1 Types of Maintenance and Roles that Can Perform Them
You can perform 13 types of maintenance on Cardholder Accounts:

· Update Office Name

· Update Cardholder Account Justification 

· Update Cardholders Supervisor

· Update training and review dates

· Update Organization Name (not applicable for Navy customers)
· Update UIC (Navy customers only)

· Update Cardholder Account Special Designations

· Update Lines of Accounting information

· Update Purchase Limits

· Update Merchant Category Codes

· Cancel an account 

· Suspend an account (not applicable for Navy customers)
· Reactivate an account (not applicable for Navy customers)
Only certain roles can perform the different types of maintenance. The following list delineates each role and what types of maintenance they are authorized to perform.

A/OPC

· Update Office Name

· Update Cardholder Account Justification 

· Update Cardholders Supervisor

· Update training and review dates

· Update Cardholder Account Special Designations 

· Update an Organization Name (not applicable for Navy customers)
· Update UIC  (Navy customers only)

· Update Cardholder Account Special Designations

· Update Purchase Limits

· Update Merchant Category Codes

· Cancel an account 

· Suspend an account (not applicable for Navy customers)
· Reactivate an account (not applicable for Navy customers)
RM and RM Pool
· Update Lines of Accounting information

· Update Purchase Limits

· Update Merchant Category Codes

· Suspend an account (not applicable for Navy customers)
· Reactivate an account (not applicable for Navy customers)
11.2 Cardholder Account Maintenance Workflow

11.2.1 A/OPC Workflow
· If ANY limit is increased
· Goes to Resource Manager for approval
· Goes to A/OPC for final check
· Sent to bank for update

· If ONLY training or delegation dates are updated
· Changes are saved and the account is made active

· If ONLY the Office Name or Justification are updated

· Changes are saved and the account is made active

· All other maintenance requests
· Sent to bank for update
11.2.2 Resource Manager and RM Pool Workflow
ALL updates follow the same path:
· Goes to A/OPC for approval (if the maintenance request is suspension or reactivation, the A/OPC is able to terminate the request all together)

· Sent to bank

11.3 A/OPC

To perform maintenance on a Cardholder Account:

1. To initiate maintenance:

a. Click the Cardholder Accounts tab.

b. Click Select next to the Cardholder Account that you want to update. Continue to step 3.
2. If the Resource Manager initiated the request:

a. On the “Task Inbox” screen, click Select next to the task with the description “Verify that the following cardholder account request is correct.” Continue to step 3b.
3. You have the option to edit the following fields: 
a. Cardholder Account Maintenance Clarification − Use the drop-down box to choose a reason for the account maintenance. If you would like to enter additional information, enter it in the Comments text box.

b. Cardholder Account Information − You can modify the following fields:
i. Office Name − This is a mandatory field

ii. Justification − This is a mandatory field

c. Update Cardholders Supervisor
i. Click Update Cardholders Supervisor. 
ii. Click Select next to the name of the Cardholders Supervisor that you would like assigned to this account. 

d. Verification of Completed Training − Click the check box certifying that all training required for account setup has been completed by the Cardholder and that you received and will retain a copy of the training certificate for use in Card Program reviews. Enter the date that the training was completed.
e. Required Appointments and Review − Click the check box certifying that all required appointments have been prepared and processed. Enter the date by which you will conduct a review of the Cardholder Account.

f. Card Embossing Options − You can update the Organization name.

g. UIC OPTI – You can only update the UIC field.

h. Cardholder Account Special Designations − You have the option of changing or                  adding a Special Designation to assign to the account. This information is not mandatory.

i. Purchase Limits − You have the option to increase or decrease a Purchase Limit. If you decrease the Purchase Limits, a Notification email will be sent to all users associated with this Cardholder Account, but the workflow will not be restarted.
Note:  If you increase a Purchase Limit, the Resource Manager will have to approve the change before it is sent to the bank.
j. Merchant Category Codes − You have the option to add additional Included (Army, Air Force, Defense Agency, and Navy customers) or Excluded (Navy customers only) MCC Groups. Follow instructions according to the agency or service for which you are performing this action.
4. If the RM initiates the maintenance request, you have the option to reject the request. Click the Reason Code drop-down box to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Terminate Request.

5. Click Submit Changes.

Note:  If you are an Army, Air Force, or Defense Agency customer and would like to suspend or reactivate the Cardholder Account, click Suspend Account or Reactivate Account. If you would like to cancel the Cardholder Account, click Cancel Account. 
11.4 Resource Manager and RM Pool
To perform maintenance on a Cardholder Account:
i. To initiate maintenance:

i. Click the Cardholder Accounts tab.

i. Click Select next to the Cardholder Account that you want to update. Continue to step 3.
i. If the A/OPC initiated the request:

i. On the “Task Inbox” screen, click Select next to the task with the description “Approve purchase limit increase for the following account.” Continue to step 3b.

i. You have the option to edit the following fields:

i. Cardholder Account Maintenance Clarification − Use the drop-down box to choose a reason for the account maintenance. If you would like to enter additional information, enter it in the Comments text box.

i. LOA − You can modify the following fields:

i. Accounting Validation Code – This is a required field for Army, Air Force, and Defense Agency customers.
Note:  Follow instructions according to the agency or service for which you are performing this action.
ii. Default Accounting Code – Depending on the relationship that you have set up with the bank, the required fields may vary.
Note:  Army, Air Force, and Defense Agency customers, continue to step 3c. Follow instructions according to the agency or service for which you are performing this action.
iii. Alternate Accounting Code – Enter an AAC Code and click Add. The AAC Code is displayed in the Final List of AAC Codes. If you need to remove an AAC Code, click the name of the Code that you want to remove and click Remove.
i. Purchase Limits − You have the option to decrease a Purchase Limit.
i. Merchant Category Codes − You have the option to add additional Included (Army, Air Force, Defense Agency, and Navy customers) or Excluded (Navy customers only) MCC Groups. Follow instructions according to the agency or service for which you are performing this action.
i. Click Submit Changes to send the information to the A/OPC for approval.

Note:  If you are an Army, Air Force, or Defense Agency customer and would like to suspend or reactivate the Cardholder Account, click Suspend Account or Reactivate Account.
12.0 Viewing an Activated Cardholder Account

To view a Cardholder Account:

1. Click the Cardholder Accounts tab. 
2. Click Select next to the Cardholder Account that you want to view. The Cardholder Account information will display.
13.0 Accounts in Progress Functions

13.1 Viewing an Account in Progress

To view an Account in Progress:

1. Click the Accounts in Progress tab. 

2. Click Select next to the Account that you want to view. The Account status will display, listing the request type and the request status.
13.2 Terminating a Request in Workflow − A/OPC

A/OPCs have the authority to terminate a request in workflow at any time before the account is submitted to the bank. To terminate a request in workflow:
1. Click the Accounts in Progress tab.

2. Click Select next to the workflow that you want to terminate.

3. At the bottom of the screen, click Terminate Workflow.

4. Confirm that you want to terminate the workflow and click OK.

13.3 Resending a Token

13.3.1 Resending a Resource Manager Token
Both A/OPCs and A/BOs have the authority to resend a token to the nominated RM during the Managing Account Issuance process. To resend a token:

1. Click the Accounts in Progress tab.
2. Click Select next to the workflow that needs the RM token resent.
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The “Managing Account Workflow Maintenance” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.
3. In the Resend Resource Manager Token box, verify that the RM’s email address is correct. If it is not, correct the address in the text box.
Note:  Only the A/BO has the authority to change the RM’s email address. If the A/OPC finds that the email address is incorrect, they must contact the A/BO associated with the account to change it.
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4. Click Resend Token.

13.3.2 Resending a Cardholder Token

Both A/OPCs and A/BOs have the authority to resend a token to the nominated Cardholder during the Cardholder Account Issuance process. To resend a token:
1. Click the Accounts in Progress tab.

2. Click Select next to the workflow that needs the Cardholder token resent.
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The “Cardholder Account Workflow Maintenance” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.

3. In the Resend Cardholder Token box, verify that the Cardholder’s email address is correct. If it is not, correct the address in the text box.
Note:  Only the A/BO has the authority to change the Cardholder’s email address. If the A/OPC finds that the email address is incorrect, they must contact the A/BO associated with the account to change it.
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4. Click Resend Token.

13.4 Resending Task Emails

13.4.1 Resending a Managing Account Task Email

Both A/OPCs and A/BOs have the authority to resend task emails during Managing Account issuance and maintenance processes. To resend a task email:

1. Click the Accounts in Progress tab.

2. Click Select next to the workflow that needs the task email resent.
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The “Managing Account Workflow Maintenance” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.

3. The Assigned User(s) box lists the role and user name(s) of the individuals that are pending action for this Managing Account. In addition, the box lists the user’s email address, phone number, as well as the date and time that the task was assigned.
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4. Click Send Task Reminder Email.

13.4.2 Resending a Cardholder Account Task Email
Both A/OPCs and A/BOs have the authority to resend a task email during Cardholder Account issuance and maintenance processes. To resend a task email:

1. Click the Accounts in Progress tab.

2. Click Select next to the workflow that needs the task email resent.
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The “Cardholder Account Workflow Maintenance” screen is displayed. Appendix C contains detailed views of individual screens. Click here for an expanded view of the screen.

3. The Assigned User(s) box lists the role and user name(s) of the individuals that are pending action for this Cardholder Account. In addition, the box lists the user’s email address, phone number, as well as the date and time that the task was assigned.
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4. Click Send Task Reminder Email.
14.0 Account Migration Functions

The account migration capability allows users to migrate accounts existing in the bank systems to AIM. This functionality is in addition to requesting new Managing and Cardholder Accounts in AIM and can be followed for any accounts that are initiated through the bank.

The process to migrate accounts must be initiated by the A/OPC and is done to migrate accounts that fall under a specific TBR Hierarchy/Agent number. Once triggered, the A/OPC will receive tasks to start the account migration workflow. 

Click the Account Migration User Manual for detailed instructions.
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15.0 Training Date Functions

The Training Dates tab is available only to the A/OPC and allows for the update of training dates for Primary and Alternate A/BOs. To update training dates:
1. Click the Training Dates tab. 

Note:  The Training Due Date field displays the A/BO’s current training date plus two years. This is the date that the DoD requires refresher training. For specific Service-level requirements, contact your A/OPC Supervisor.
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2. Click Select next to the name of the A/BO whose training date you would like to update.

3. Enter the new date that training was completed in the New Completion Date text box.
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4. Click Submit.
16.0 Searching for Accounts
16.1 Performing a Managing Account Search

To search for a specific Managing Account:
1. Click the Managing Accounts tab.
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2. Click Search for Account.
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3. Enter your search criteria. You must fill in at least one of the following fields:

a. Office Name – This field is case sensitive.

b. Account Number – The entire account number must be entered, not just the last four digits.

c. Justification – This field is case sensitive. 

Tip:  To perform a keyword search for Office Name or Justification, enter a percent (%) sign, at least three characters of the keyword, and another percent (%) sign. This function is also case sensitive. For example, to perform a keyword search for an office named “Sample Office,” in the Office Name text box, enter %Sam%.
4. Click Search. The Managing Accounts that match your search criteria will be displayed in the Request Maintenance box.

16.2 Performing a Cardholder Account Search

To search for a specific Cardholder Account:

1. Click the Cardholder Accounts tab.
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2. Click Search for Account.
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3. Enter your search criteria. You must fill in at least one of the following fields:

a. Office Name – This field is case sensitive.

b. Account Number – The entire account number must be entered, not just the last four digits.

c. Justification – This field is case sensitive. 

Tip:  To perform a keyword search for Office Name or Justification, enter a percent (%) sign, at least three characters of the keyword, and another percent (%) sign. This function is also case sensitive. For example, to perform a keyword search for an office named “Sample Office,” in the Office Name text box, enter %Sam%.
d. Special Designations – You may click up to three special designations for the account.

4. Click Search. The Cardholder Accounts that match your search criteria will be displayed in the Request Maintenance box.

16.3 Performing an Accounts in Progress Search

To search for a specific Account in Progress:

1. Click the Accounts in Progress tab.
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2. Click Search for Account.
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3. Enter your search criteria. You must fill in at least one of the following fields:

a. Office Name – This field is case sensitive.

b. Account Number – The entire account number must be entered, not just the last four digits.

c. Justification – This field is case sensitive. 

Tip:  To perform a keyword search for Office Name or Justification, enter a percent (%) sign, at least three characters of the keyword, and another percent (%) sign. This function is also case sensitive. For example, to perform a keyword search for an office named “Sample Office,” in the Office Name text box, enter %Sam%.
d. Status – Choose an option from the drop-down box.
4. Click Search. The Cardholder Accounts that match your search criteria will be displayed in the Request Maintenance box.

Appendix A:  Additional Roles and Definitions
A/OPC (Pool)

The A/OPC (Pool) is a group of users within the same organization who have access to perform the same functions on the same requests/transactions. When one A/OPC acts upon a request in their Task Inbox, the task will be removed from all A/OPCs’ Task Inboxes.

A/BO Supervisor (Pool)

The A/BO Supervisor (Pool) is a group of users within the same organization who have access to perform the same functions on the same requests/transactions. One A/BO Supervisor will be listed as the Primary A/BO Supervisor, but all members of the Pool are able to act upon a request. When one A/BO Supervisor acts upon a request in their Task Inbox, the task will be removed from all A/BO Supervisors’ Task Inboxes.

A/BO Pool

All users provisioned in EMMA as A/BO Pool members will be available for assignment as a Primary or Alternate A/BO on a Managing Account. Once the Primary and Alternate A/BOs are assigned, only those A/BOs will be authorized to access and take action on those Managing Accounts. 
RM Pool

All users provisioned in EMMA as Installation RM or RM Pool members are available for assignment as the Resource Manager of a Managing Account. Once an RM is assigned to a Managing Account, any actions which are available to the RM Pool will be available to any provisioned Installation RM or RM pool member within the assigned RM’s organization.
User Functionality within AIM

Agency/Organization Program Coordinator

· Initiates maintenance requests for a Managing Account 

· Initiates maintenance requests for a Cardholder Account

· Initiates account migration requests

· Must approve all account requests prior to bank submittal

Approving / Billing Official Supervisor

· Initiates new Managing Account requests

· Approves the Resource Manager nomination made by the Approving/Billing Official

· May approve Cardholder requests if the primary Approving/Billing Official is the same person as the Cardholder Supervisor

· Initiates maintenance requests for a Managing Account

Approving / Billing Official Pool Member

· Accepts nomination for Managing Accounts

· Primary Approving/Billing Official nominates Resource Manager for Managing Accounts

· Initiates new Cardholder Account requests

· Initiates maintenance requests for a Managing Account

Cardholder Supervisor

· Approves Cardholder Account request if not acting as the primary Approving/Billing Official pool member

Cardholder

· Accepts nomination for Cardholder Accounts

Installation Resource Manager and Resource Manager Pool members
· Accepts nomination for Managing Accounts

· Allocates Lines of Accounting and ensures adequate funding

Resource Manager Pool Member

· Accepts nomination for Managing Accounts

· Allocates Lines of Accounting and ensures adequate funding

· Initiates maintenance requests for a Managing Account 

· Initiates maintenance requests for a Cardholder Account
Appendix B:  Acronyms and Abbreviations

The following abbreviations and acronyms aid in the understanding of this document.

	Abbreviations and Acronyms
	Description

	A/BO
	Approving/Billing Official

	A/OPC
	Agency/Organization Program Coordinator

	AAC
	Alternate Accounting Code

	AIM
	Authorization, Issuance, and Maintenance

	AVC
	Account Validation Code

	CAC
	Common Access Card

	DAC
	Default Accounting Code

	DAU
	Defense Acquisition University

	DEERS
	Defense Enrollment Eligibility Reporting System

	DoDAAC
	Department of Defense Activity Address Code

	EDI
	Electronic Data Interchange

	EMMA
	Enterprise Monitoring and Management of Accounts

	LOA
	Lines of Accounting

	MCC
	Merchant Category Codes

	OPTI
	Obligation Processing Type Indicator

	PCOLS
	Purchase Card Online System

	PIN
	Personal Identification Number

	RM
	Resource Manager

	TBR
	Total Business Reporting

	UIC
	Unit Identifier Code

	UMP
	User Maintenance Portal
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Figure 1 - A/OPC User Profile screen

Click here to return to the previous section.
Section 6.2
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Figure 2 - User Profile screen for other users
Click here to return to the previous section.
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Figure 3 - Verify New Managing Account Request screen
Click here to return to the previous section.
Section 7.3
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Task Inbox

Cardholder Accounts | Accounts in Progress

welcome User. You are logged in as the Purchase Gard Approving/Billing Official.
Task b > View Task

Create Managing Account

Enter values for the new Managing Account request. Required fields are indicated by a red star (*) next to the field name.
Assigned By: A/BO Supervisar Name

[~ Managing Account Information

Enter your Office Name and briefly describe the reason for this new Managing Account request in the Justification field. (Click here for more information.)
* Office Name

* Justification

[~ Resource Manager Nomination

Enter the email address of the Resource Manager responsible for ensuring that funds are available for this account.
~ Email Address:

- POGs

Here are the points of contact for this account.

Approving/8illing Official's Supervisor. A/BO Supy Name  abo.supy @email.mil

Agency/Organization Program Coordinatar: A/OPC Narme

1234567890

aope name@email.mil 1234567890

[ Purchase Limits

* Credit Limit:

* Cycle Purchase Limit

Single Purchase Limit;

Quarterly Purchase Limit;

Annual Purchase Limit:

[ Organization Name
Enter the name of the Org:

anization for this account.

= Organization Name:

[~ Acknowledgement of Required Training

[m]

I understand that I must complete all training required for account set up and forward a copy of the training certificate to the

i
Agency/Organization Program Coordinator. 1 also understand that this request will be held in pending status by the Agency/Organization Program
Coordinator until my training certificates are received. (Click here for more information.)

If you have completed the required training or want to update the training completion date, enter the date here

Primary Approving/8illing Official Primary A/BO Narme

(¥YYYMMDD e.g.: 20070131)

[ Rejection Feedback
If you reject this request, provi
made will not be saved.

e a reason for your rejection, as well as any comments, then click Reject. If rejected, any changes that you

Reason Code:

Comments

Clicking Submit indicates that you have entered all necessary information for the Managing Account request and would like to begin processing
the request.

Clicking Reject indicates that there are issues with the request that must be detailed in the Rejection Feedback section above. Rejections will
be returned to your Approving/Billing Official Supervisor.
Clicking Save as Draft returns this task to your task list for future processing.

B submit | [ meject |

Save as Draft





Figure 4 - Create Managing Account screen
Click here to return to the previous section.

Section 7.4
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Authorization, Issuance and Maintenance

Task Inbox Cardholder Accounts | Accounts in Progress

welcome User. You are logged in as the Purchase Gard Resource Manager.

Role Acceptance: Resource Manager

Your acceptance to this role will bind you and all Resource Managers in your pool to this account

Assigned By:

[~ User Organization Information
Select the Resource Manager's organization to be associated with this Managing Account, The Organization that you select will determine the
appropriate RM Pool users.

Resource Manager's organization

/BO Supervisor Name

Help | Contact | SelectRole | Logoff | EMMA

Organization

> Change Organization

Name:

[ Your User Information

If any of the information associated with your CAC is incorrect, click here to update the address below. any changes made to the address will
take up to 24 hours to process and will automatically be reflected below, once complete

User Name

Wark Address: BIG MILITARY BASE

SMALLTOWN, USA 12345

Work phone: 1234567890
Fax Number;
Email Address: user.name@email.mil

Organization ID: Organization

Justification:

[~ Managing Account Information
Office Name

Ofice Name

Gustification

[ Purchase Limits

Limit.

Cycle Purchase Limit:  [0,000

Quarterly Purchase

Credit Limit: 0,000

Annual Purchase
Limit:

single Purchase

Limit:

[~ Rejection Feedback
If you reject this request,
made will not be saved.

Reason Code:
Comments

provide a reason for your rejection, as well as any comments, then click Reject. If rejected, any changes that you

Accept Beject




Figure 5 - Role Acceptance: Resource Manager screen
Click here to return to the previous section.
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Welcome User. You are logged

as the Purchase Card Resource Manager.
Task Inba > View Task

Designate Managing Account Financial Information

Enter the appropriate data and approve, modify or reject the following Managing Account request. Required fields are indicated by a red star (*) next to
the field narme.

Assigned By: 4/80 Supervisor Narme

[~ Managing Account Information
Office Name: [Office Name

Justification: [Justification

[ Primary Approving/Billing Official

Name: User Name

Wark Address: BIG MILITARY BASE
SMALLTOWN, USA 12345

Work Phone: 1234567890

Fax Number;

Email Address: user.name@email.mil

[ POGs
Here are the points of contact for this account.

Approving/8illing Official's Supervisor. A/BO Supy Name  abo.supv@emailmil

1234567890
Resource Manager: R Narme rm.name@ermail.mi 1234567890
Agency/Organization Program Coordinatar: A/OPC Narme aope name@email.mil 1234567890

[ *EDI Payment Routing Information

O EDI payment
® Non-EDI payment





Figure 6 - Designate Managing Account Financial Information screen (part 1)
[image: image140.png][~ Line of Accounting

[ *Reallocation Method

Choose a Reallocation Method

® No Reallocation

O By Accounting validation Control
O By Alternate Accounting Code

[ *Accounting Validation Code
Enter the Accounting validation Code (AVC).

AVC Code Name:

[ *Default Accounting Gode
Enter the Default Accounting Code (DAC) segments below.

It s i e e s s i e
[ i s s e s s i |
e

[ Purchase Limits
Verify if available funding supports the proposed Purchase Limits. If funding is inadequate to support the designated limits, decrease them accordingly.
If o funding is available, annotate this in the Rejection Feedback section below and reject the account

* Credit Limit; 0,000 * Cycle Purchase Limit 0,000

Single Purchase Limit; Quarterly Purchase Limit;

Annual Purchase Limit:

[~ Rejection Feedback
If you reject this request, pro
made will not be saved.

Reason Code: ~

e a reason for your rejection, as well as any comments, then click Reject. If rejected, any changes that you

Comments

Glicking Approve indicates that you have identified the appropriate default and alternate (if approriate) Lines of Accounting for this Managing
Account and have verified that funding is available to support the Purchase Limits.

Glicking Reject indicates that there are issues with this request that must be detailed in the Rejection Feedback section above. This request will be
returned to the Approving /Billing Official so that issues can be worked offiine and appropriately updated in the request.

Glicking Save as Draft will save the above information in your task list for future processing.

Approve | Beject |

] save as Draft #B Assignto Pool





Figure 7 - Designate Managing Account Financial Information screen (part 2)

Click here to return to the previous section.

Section 7.5
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welcome User. You are logged in as the Agency/Organization Program Goordinator.
Task Inbest > view Task

Managing Account Request Approval
Approve or reject the following Managing Account request

Required fields are indicated by a red star (*) next to the field name
Assigned By: Resource Manager Name

[~ Managing Account Information

Enter your Office Name and briefly describe the reason for this new Managing Account request in the Justification field. (Click here for more
information.)

* Office Name:  [Offce Name

* Justification

Justification

[ TBR Hierarchies

* Select the TBR Hierarchy to be associated with this Managing Account.
©  oooo 00000 00000 00000 00000
[ Primary Approving/Billing Official
Name User Name
Work Address: BIG MILITARY BASE
SMALLTOWN, USA 12345
Work Phone: 1234567890
Fax Number.
Email Address: user.name@email.mil
r Pocs
Here are the points of contact for this account.
Approving/Billing Official's Supervisor: /B0 Supy Name  abo.supv@email.mil 1234567890
Resource Manager: RM Name rm.name@ermail.mil 1234567890
Agency/Organization Program Coordinator: A/OPC Name aope.name@emailmil 1234567890
[ Acknowledgement of Required Training
45 Hold task pending completion of training
[ * 1 certify that all training required for account set-up has been completed by the Approving/Billing Officials . 1 have received and will retain
copies of the training certificates for use in Card Program reviews. (Click here for mare information.)
* The required training for the Approving/Billing Officials was completed on:
Primary Approving/Biling Official Primary A/BO Name 20070131] (v¥vvamoD e.g.: 20070131)
[ Required Appointments and Review
[m]

* 1 certify that all required appointments have been prepared and processed
* & review of the Managing Account is required no later than:

(¥YYYYMMDD e.g.: 20070131)
[~ EDI Payment Routing Information
EDI payment
Non-EDI payment





Figure 8 - Managing Account Request Approval screen (part 1)
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[ Reallocation Method ——————
No Reallocation
By Accounting Validation Control
By Altemate Accounting Code

[ Accounting Validation Gode

AVC Code Name: [AVC Code Name

Default Accounting Gode

fos_Jsocnnoos

[ Purchase Limits

These are the limits proposed for this new Managing Account request. You may decrease these limits and submit the request to the bank for further

processing. If an increase is required, coordinate with the Approving/Biling Official offine and initiate a maintenance request accordingly once this
account has been established in the bank system

* Credit Limit; 0,000 * Cycle Purchase Limit 0,000

Single Purchase Limit; Quarterly Purchase Limit;

Annual Purchase Limit:

[ Organization Name
Enter the name of the Organization for this account

= Organization Name: Organization Name

[~ Rejection Feedback

If you reject this request, provide a reason for your rejection, as well as any comments, then click Reject. If rejected, any changes that you
made will not be saved.

Reason Code:
Comments

Glicking Approve indicates that you have verified or appropriately updated all the information on the above screen. The account will be
submitted to the bank for processing.

Glicking Reject indicates that there are issues with the request that must be detailed in the Rejection Feedback section above. This request will
be returned to the Approving /Billing Official so that issues can be worked offiine and appropriately updated in the request.

Glicking Save as Draft will save the above information in your task list for future processing.

Approve | Beject |

Save as Draft





Figure 9 - Managing Account Request Approval screen (part 2)
Click here to return to the previous section.
Section 10.2
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welcome User. You are logged in as the Purchase Gard Approving/Billing Official.
Cardholder Accounts > Select A > Create New

Create Cardholder Account Request
Please enter values for the new Cardholder Account request. Required fields are indicated by a red star (*) next to the field name

[ Cardhoider Account Information

Enter your Office Name and briefly describe the reason for this new Cardholder Account request in the Justification field. (Click here for more
information.)

* office Name:
* Justification:

[~ Managing Account Information

office Name: [office Name Managing Account Number: [<T21g
Justification: [Tustification _—
Company Nurmber: jooooo
Client 1D; Bank ID: o000
Level 5
rPoGs

Here are the points of contact for this account.

Primary Approving/8illing Official Primary A/BO Name primary.abo.name@emai.mil 1234567690
Card Account Initiator Approving/Billing Official: 4/80 Initiator Name abo.initiator.name@ermail mil 1234567890
Approving/8illing Official's Supervisor. A/BO Supy Name  abo.supv.name@email.mi 1234567690
Resource Manager: R Narme rm.name@ermail.mi 1234567890
Agency/Organization Pragram Coordinator: A/OPC Name aope name@emailmil 1234567890

[ * Gardholders Supervisor Information

[Icheck this box if you are the Cardholders Supervisor. Otherwise, click Select Cardholders Supervisor to choose the Cardholders Supervisor from a list

If the individual that you intend to appoint is not listed, click Save as Draft at the bottom of this screen and then click the EMM4 link to provision them
in the system

5 Select Cardholders Supervisor

Name:
wark Address:
wark phone:
Fax Number;
Email Address:





Figure 10 - Create Cardholder Account Request screen (part 1)
[image: image144.png][ Card Embossing Options
Enter the information that you want embossed on the card

Agency Name:

*Organization Name Organization Narme

Third Line Embossing:

[~ Gard/Convenience Checks Issuance Options
* Indicate if a card or or convenience checks should be issued by checking the appropriate box below. If neither is checked, the Cardholder Account wil
be set-up as 3 card-less account, (Checks are only issued in specific circumstances. To avoid delays, before initiating & request for  convenience
check account, please contact your Agency/Organization Program Coordinator for more information. )

Issue Card
[J 1ssue Convenience Checks

[ Purchase Limits

* Credit Limit * Cycle Purchase Limit:

* Single Purchase Limit: Quarterly Purchase Limit;

Annual Purchase Limit:

[~ Merchant Gategory Codes
Add merchant categary code groups where items/services will be purchasable, An account must have at least one MCC group to be usable.

O 4 airlines, airports O K: Misc. & Specialty Retail Stores

O & vehicle Rental, Dealers O L: contractors

O C: Hotel, Motel O M: Camps, Recreational Services

[ D Misc. Transportation [ N : Misc. Personal Services

O E: Telephone, Cable O 0 Misc. Business Services

O F: Tele. Travel Services O P Medical Services

[ G : Mail Order, Phone Order [0 Q: schools, Educational Services and Day Care
O H : Food/Daily/Drug/Liquor Stores O R: Membership/Social/Charitable Organizations
O 1: Caterers, Restaurants, Bars O s: Fuel

[0 1 Discount/Dept. Stores, Duty Free Stores [0 u: Government to Government

Merchant Categary Code (MCC) Groups can be added as "Included". Included MCC Groups represent
collections of MCCs within which the cardholder may purchase items/services.

To add an Included MCC Group, click on the checkboxes of the desired groupings above to define the
MCC Group, then click on the "Add" button under "Included MCC Groups”. This will append the group of
codes to the list of Included MCC Groups. A maximum of 4 groups may be added. To remove a group
from the list, highlight the group of codes to be removed and click on the * Remove” buttan,

Included MCC Groups (w/ Template Name)

O 8y clicking on the Submit button, I certify the requested cardholder account is necessary to meet mission requirements.

Glicking Save as Draft saves the above information in your task list for future processing.

™ save s Draft




Figure 11 - Create Cardholder Account Request screen (part 2)
Click here to return to the previous section.

Section 10.3
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welcome User.

Cardholder Nomination Acknowledgement

You have been norminated for the following account. Please verify or update the following information. Required fields are indicated by a red star (*) next
to the field narme.

Assigned By: 4/80 Name

[ Your User Information

If any of the information associated with your CAC is incorrect, click here to update the address below. any changes made to the address will
take up to 24 hours to process and will automatically be reflected below, once complete

Narme: User Narme

Work address: BIG MILITARY BASE
SMALLTOWN, US4 12345

Work Phone: 1234567890

Fax Nurmber.

Email Address: user.name@emailmil

Organization ID:

[ Cardhoider Account Information
office Name: [Office Name
Justification:

Gustification

[~ Gard/Convenience Checks Issuance Options
This the option proposed by the Approving/Billing Official. If neither option

is selected this will be a card-less account.
I Issue card
I” Issue Convenience Checks

[ Purchase Limits

These are the limits proposed by the Approving/8illing Official.

Cycle Purchase Limit: 0.000 Credit Limit 0.000 Single Purchase Limit;

000
Quarterly Purchase Limit;

Annual Purchase Limit:





Figure 12 - Cardholder Nomination Acknowledgement screen (part 1)
[image: image146.png][~ Merchant Gategory Codes
The following merchange categories have been requested for this account; they determine the vendors where items/services will be purchasable.

Aifines, Airports

Vehicle Rental, Dealers

Hotel, Motel

Misc. Transportation

Telephone, Cable

Tele. Travel Services

Mail Order, Phone Order
Food/Daily/Drug/Liquor Stores

Caterers, Restaurants, Bars
Discount/Dept. Stores, Duty Free Stores
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Misc. Business Services
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Government to Government

Merchant Categary Code (MCC) Groups can be added as "Included". Included MCC Groups represent collections of MCCs within which the cardholder may
purchase items/services

Included MCC Groups (w/ Template Name)
% — (0000, 0000)

[~ Acknowledgement of Required Training

[* T understand I must complete al training required for cardholder account setup and forward a copy of the training certificate(s) to the Purchase
Card Agency/Organization Program Coordinator. Further, T understand this request will be held in pending status by the Purchase Card
Agency/Organization Program Coordinator until my training certificates are received. (Click here for more information.)

If you have completed the DAU training, enter the date here: (¥YYYYMMDD eg: 20010131)

[~ Rejection Feedback
If you reject this request, provide a reason for your rejection, as well as any comments, then click Reject. If rejected, any changes that you
made will not be saved.

Reason Code v

Comments

O 8y clicking on the Accept button below, I acknowledge I am responsible for fulfilling all cardholder duties and responsibilities described in
DoD, Service/Agency and Installation required training; including pecuniary liability for all transactions I make and approve in the Bank's
Electronic Access System. (More Info)

Glicking the reject button indicates there are issues with this request that must be detailed in the rejection feedback section above. Rejections
will be returned to the Approving/Billing Official so issues can be worked off-line and appropriately updated in the request.





Figure 13 - Cardholder Nomination Acknowledgement screen (part 2)
Click here to return to the previous section.

Section 10.4
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welcome User. You are logged in as the Appro
Task inbo > View Task

9/B

Cardholder Account Approval

Please Approve or Reject the following Cardholder's Account. Required fields are indicated by a red star (*) next to the field name.
Assigned By: Cardholder Name

[ Cardhoider Account Information
office Name: [Office Name

Justification: [Justificacion

[ Cardhoider Information

Please verify the correct Cardholder has been identified using the information presented below. If it is the incorrect persan, please click on the reject

button at the bottom of this screen to send this request back to the Approving/iling Official. Issues related to this request should be coordinated off-
line and updated accordingly by the Approving/iling Official,

Name: User Name

Work Address: BIG MILITARY BASE
SMALLTOWN, USA 12345

Work Phone: 1234567890

Fax Number;

Email Address: user.name@email.mil

POGCs

The following points of contact are associated with this account.

Role

Name Email Phone

Primary Approving/8illing Official
Card Account Initiator Approving/Billing Official
Cardholder's Supervisor.

Primary A/BO Name primary.abo.name@email.mil 1234567690
A/BO Tnitiator Name abo.initiator.name@email.mi 1234567690

CHSupy Name  ch.supy.name@email.mil 12345676890
Approving/8illing Official's Supervisor. A/BO Supy Name  abo.supv.name@email.mi 1234567690
Resource Manager: RM Narme rm.name@email.mi 1234567890
Agency/Organization Program Coordinator: A/OPC Name aope name@emailmil 1234567890

[~ Gard/Convenience Checks Issuance Options

* This is the option requested by the Approving/Billing Official. If neither option is selected this will be 3 card-less account, Issues related to this request

should be coordinated with the Approving/Billng Official offine and processed as a maintenance request after the account has been established in the
bank system

Issue Card
[J 1ssue Convenience Checks

[ Purchase Limits

These are the limits requested for the account. You may decrease these limits and the workflow will continue for further processing, If an increase is
required, please annotate the reason in the Rejection Feedback section below and select the Reject button. The request will be routed to the

Approving/illing Official for cansideration. Issues related to limit increases should be coordinated off-line and updated accordingly by the Approving/iling
Official.

* Credit Limit; 0,000 * Cycle Purchase Limit 0,000

* Single Purchase Limit: 0,000

Quarterly Purchase Limit;

Annual Purchase Limit:





Figure 14 - Cardholder Account Approval screen (part 1)
[image: image148.png][~ Merchant Category Codes

The following merchant category code (MCC) groups have been requested for this acount; they determine the vendors where items/services will be
purchasable. A cardholder account requires at least one MCC group to be usable. You may delete selected groups and the workflow will continue for
further processing. If additional MCC groups are required, please annotate the reason for the addition in the Rejection Feedback section below and select
the Reject button. The request will be routed to the Approving/Billing Official for consideration. Issues related to additions should be coordinated off-line
and updated accordingly by the Approving/Billing Official

O 4 airlines, airports O K: Misc. & Specialty Retail Stores

O & vehicle Rental, Dealers O L: contractors

O C: Hotel, Motel O M: Camps, Recreational Services

[ D Misc. Transportation [ N : Misc. Personal Services

O E: Telephone, Cable O 0 Misc. Business Services

O F: Tele. Travel Services O P Medical Services

[ G : Mail Order, Phone Order [0 Q: schools, Educational Services and Day Care
O H : Food/Daily/Drug/Liquor Stores O R: Membership/Social/Charitable Organizations
O 1: Caterers, Restaurants, Bars O s: Fuel

[0 1 Discount/Dept. Stores, Duty Free Stores [0 u: Government to Government

Merchant Categary Code (MCC) Groups can be added as "Included". Included MCC Groups represent
collections of MCCs within which the cardholder may purchase items/services.

To add an Included MCC Group, click on the checkboxes of the desired groupings above to define the
MCC Group, then click on the "Add" button under "Included MCC Groups”. This will append the group of
codes to the list of Included MCC Groups. A maximum of 4 groups may be added. To remove a group
from the list, highlight the group of codes to be removed and click on the * Remove” buttan,

Included MCC Groups (w/ Template Name)
% — (0000, 0000)

[~ Rejection Feedback

If you are rejecting this request, provide a reason for your rejection as well as any comments and click Reject. If rejected, any changes will
not be saved.

Reason Code v
Cormments

Glicking Approve indicates that you have verified that the requested Purchase Limits and Merchant Gategory Godes are appropriate.

Glicking Reject indicates that there are issues with this request that must be detailed in the Rejection Feedback section above. Rejections will
be returned to the Approving /Billing Official so issues can be worked offiine and appropriately updated in the request.

Approve Reject





Figure 15 - Cardholder Account Approval screen (part 2)
Click here to return to the previous section.

Section 10.5
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welcome User. You are logged in as the Purchase Gard Resource Manager.
Task Inbas > View Task

Designate Cardholder Account Financial Information

Please enter financial information and approve, reject or modify the following Card Account request. Required fields are indicated by a red star (*) next to
the field narme.

Assigned By: 4/80 Supervisor Narme

[ Cardhoider Account Information
office Name: [Office Name

Justification: [Justificacion

[~ Managing Account Information

Office Name: [Office Name Managing Account Nurmber.

Justification: [Justification 4l —
Cormpany Nurnber: joooao

Client 1D Bank ID: oooa
Level 5

[ Cardhoider Information
Name: User Name

Work Address: BIG MILITARY BASE
SMALLTOWN, USA 12345

Work Phone: 1234567890
Fax Number;

Email Address: user.name@email.mil

[ POCs
The following points of contact are associated with this account.

Primary Approving/8illing Official Primary A/BO Name primary.abo.name@email.mil 1234567690
Card Account Initiator Approving/Billing Official: 4/80 Initiator Name abo.initiator.name@ermail mil 1234567890
Cardholder's Supervisor. CHSupy Name  ch.supy.name@email.mil 12345676890
Approving/8illing Official's Supervisor. A/BO Supy Name  abo.supv.name@email.mi 1234567690
Resource Manager: RM Narme rm.name@email.mi 1234567890
Agency/Organization Program Coordinator: A/OPC Name aope name@emailmil 1234567890

[~ Gard/Convenience Checks Issuance Options
7 1ssue card
I” Issue Convenience Checks





Figure 16 - Designate Cardholder Account Financial Information screen (part 1)
[image: image150.png][~ Line of Accounting

[ *Accounting Validation Code
Please fill out the Accounting Validation Code(AVC).

AVC Code Name: [xXXKXX

[ *Default Accounting Gode
Please fil out the Default Accounting Code (DAC) segments below,

[ Purchase Limits
Please verify if available funding supports the proposed purchase limits. If funding level is inadequate to support the designated limits, please decrease
them accordingly and the workflow will continue for further processing. If no funding is available, please annotate this in the Rejection Feedback section
and reject the account or if funding is expected, click Save as Draft to hold this request for future processing.

* Credit Limit; 0,000 * Cycle Purchase Limit 0,000

* Single Purchase Limit: 0,000 Quarterly Purchase Limit;

Annual Purchase Limit:

[~ Merchant Gategory Codes
A1 airlines, Airports
Vehicle Rental, Dealers

Hotel, Motel

Misc. Transportation

Telephone, Cable

Tele. Travel Services

Mail Order, Phone Order
Food/Daily/Drug/Liquor Stores
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Merchant Categary Code (MCC) Groups can be added as "Included". Included MCC Groups represent
collections of MCCs within which the cardholder may purchase items/services.

To add an Included MCC Group, click on the checkboxes of the desired groupings above to define the
MCC Group, then click on the "Add" button under "Included MCC Groups”. This will append the group of
codes to the list of Included MCC Groups. A maximum of 4 groups may be added. To remove a group
from the list, highlight the group of codes to be removed and click on the * Remove” buttan,

Included MCC Groups (w/ Template Name)
% — (0000, 0000)

[~ Rejection Feedback
If you are rejecting this request, provide a reason for your rejection as well as any comments and click Reject. If rejected, any changes will
not be saved.

Reason Code v

Comments

Glicking Approve indicates that you have validated ail financial information and verified that funding is available to support the Purchase Limits.

Glicking Reject indicates that there are issues with this request that must be detailed in the Rejection Feedback section above. Rejections will
be returned to the Approving /Billing Official so that issues can be worked offiine and appropriately updated in the request.
Glicking Save as Draft saves the above information in your task list for future processing.

soprove Beject

Save as Draft





Figure 17 - Designate Cardholder Account Financial Information screen (part 2)
Click here to return to the previous section.

Section 10.6
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Cardholder Account Request Approval

Please Approve, Reject or Modify the following proposed Cardholder Account request. Required fields are indicated by a red star (*) next to the field name.

Assigned By: Resource Manager Name

[ Cardhoider Account Information
office Name: [Office Name

Justification: [Justificacion

[~ Managing Account Information

Office Name: [Office Name Managing Account Nurmber.
Justification: [Justification
Cormpany Nurnber: joooao
Client 1D Bank ID: oooa
Level 5
0000 o000 o000 o000 o000

[ Cardhoider Information

Name: User Name

Work Address: BIG MILITARY BASE
SMALLTOWN, USA 12345

Work Phone: 1234567890

Fax Number;

Email Address: user.name@email.mil

[ POCs
The following points of contact are associated with this account.

Primary Approving/8illing Official Primary A/BO Name primary.abo.name@email.mil 1234567690
Card Account Initiator Approving/Billing Official: 4/80 Initiator Name abo.initiator.name@ermail mil 1234567890

Cardholder's Supervisor. CHSupy Name  ch.supy.name@email.mil 12345676890
Approving/8illing Official's Supervisor. A/BO Supy Name  abo.supv.name@email.mi 1234567690
Resource Manager: RM Narme rm.name@email.mi 1234567890
Agency/Organization Program Coordinator: A/OPC Name aope name@emailmil 1234567890

- Verification of Gompleted Training

45 Hold task pending completion of training

[* 1 certify all training required for account setup has been completed by the Gardholder and 1 received and will retain a copy of the training
certificate for use in Card Program reviews. (Click here for more information.)

The DAU training was completed on: (¥YYYYMMDD eg: 20010131)

[~ Required Appointments and Review
[ * 1 certify that all required delegations and appointments have been prepared and processed.

* & review of the Cardholder Account is required no later than (¥YYYYMMDD e.g.: 20070131)

[~ Gard Embossing Options
Enter the information that you want embossed on the card

Agency Name:

*Organization Name Organization Narme

Third Line Embossing:





Figure 18 - Cardholder Account Request Approval screen (part 1)
[image: image152.png][~ Gard/Convenience Checks Issuance Options
This the option proposed by the Approving/Billng Official. If neither option is selected this will be a card-less account

I Issue Card
I Issue Convenience Checks

[~ Gardholder Account Special Designations

The Cardholder is a warranted Cantracting Officer. If checked please enter dollar value of warrant (can be any dollar value or "unlimited”) §

[ The Cardholder is designated as a Cantingency and Humanitarian Aid Operations Cardholder. (Click here for more information.)
[ The purchase card account to be issued to this Cardholder will be used exclusively as a method of payment. (Click here for more information.)

[ Line of Accounting

[~ Accounting Validation Code ——————————————
AVC Cade Name: [KXRKXX
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[ Purchase Limits

These are the limits requested for the account. You may decrease these limits and the workflow will continue for further processing, If an increase is
required, please annotate the reason in the Rejection Feedback section below and select the Reject button. The request will be routed to the

Approving/illing Official for cansideration. Issues related to limit increases should be coordinated off-line and updated accordingly by the Approving/iling
Official.

* Credit Limit; 0,000 * Cycle Purchase Limit 0,000

* Single Purchase Limit: 0,000 Quarterly Purchase Limit;

Annual Purchase Limit:

[~ Merchant Category Godes

These are the items/services selected for purchase with this account. A cardholder account requires at least one merchant category cade (MCC) group
to be usable. If any MCC groups below are incorrect, please modify them accordingly. The Approving/iling Official will receive an e-mail notification of
any MCC changes.  Issues related to MCC group limitations should be coordinated off-line and updated via a maintenance request after the account has
been established in the bank system

airines, Airports Misc. & Specialty Retail Stores

Vehicle Rental, Dealers Contractors
Hotel, Motel

Misc. Transportation
Telephone, Cable

Tele. Travel Services

Mail Order, Phone Order
Food/Daily/Drug/Liquor Stores
Caterers, Restaurants, Bars

Carps, Recreational Services
Misc. Personal Services

Misc. Business Services

Medical Services

Schools, Educational Services and Day Care
Mermbership/Social/Charitable Organizations
Fuel

oooooOooooo
LeIommoo® >
oooooOooooo
cumovozzCoA

Discount/Dept. Stores, Duty Free Stores Government to Government

Merchant Categary Code (MCC) Groups can be added as "Included". Included MCC Groups represent
collections of MCCs within which the cardholder may purchase items/services.

To add an Included MCC Group, click on the checkboxes of the desired groupings above to define the
MCC Group, then click on the "Add" button under "Included MCC Groups”. This will append the group of
codes to the list of Included MCC Groups. A maximum of 4 groups may be added. To remove a group
from the list, highlight the aroup of codes to be removed and click on the * Remove” buttan,

Included MCC Groups (w/ Template Name)

% — (0000, 0000)

[~ Rejection Feedback

If you are rejecting this request, provide a reason for your rejection as well as any comments and click Reject. If rejected, any changes will
not be saved.

Reason Code: v
Comments

Glicking Approve indicates that you have verified all of the information on the above screen and it will be forwarded to the bank for processing.

Glicking Reject indicates that there are issues with this request that must be detailed in the Rejection Feedback section above. Rejections will
be returned to the Approving /Billing Official so that issues can be worked offiine and appropriately updated in the request.
Glicking Save as Draft saves the above information in your task list for future processing.

Approve Beject [ saveas Draft





Figure 19 - Cardholder Account Request Approval screen (part 2)
Click here to return to the previous section.

Section 13.3.1
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Authorization, Issuance and Maintenance

Task Inbox Cardholder Accounts | Accounts in Progress

welcome User. You are logged in as the Purchase Gard Approving/Billing Official.
Accounts In Proaress > Request Detail

Managing Account Workflow Maintenance

[~ Managing Account Information
Office Name: [Office Name

Justification: [Justification ]

[ Primary Approving/Billing Official

Narme: User Narme

Work Address: BIG MILITARY BASE
SMALLTOWN, US4 12345

Work Phone: 1234567890

Fax Nurmber.

Email Address: user.name@email.mil

[ POGs
Here are the points of contact for this account.

Approving/8illing Official's Supervisor. A/BO Supy Name abo,supy.name@emailmil 1234567890

Agency/Organization Program Coordinatar: A4/OPC Name  aope.name@emailmil 1234567890

[~ Resend Resource Manager Token

Please verify the email address of the naminated Resource Manager and click Resend Taken ta resend the
B rm.name@email. mil

token email

esend Token

[ Acknowledgement of Required Training

I 1 certify that all training required for account set-up has been completed by the Approving/Billing Officials. 1 have received and will retain copies
of the training certificates for use in Card Program reviews. (Click here for more information.)

The required training for the Approving/Billing Officials was completed on

Primary Approving/8illing Official Primary A/BO Narme 20070103





Figure 20 - Managing Account Workflow Maintenance screen – Resend RM token (part 1)
[image: image154.png][~ Required Appointments and Review
I~ I certify that all required appointments have been prepared and processed. (Click here for more information.)
A review of the Managing Account is required no later than: (¥YYYYMMDD e..: 20070131)

[ Purchase Limits

Cycle Purchase Limit

Quarterly Purchase

Limit.

0.000

Credit Limit:

Annual Purchase

Limit:

0.000

single Purchase
Limit;

[ Organization Name

Organization Name: [Organization Name

[ Assigned user(s)
The current task for this account is assigned to the user(s) below

Role

Name

Email

Phone

Task Assigned

Assigned user is no longer provisioned in EMMA or has nat yet redeemed their nomination token





Figure 21 - Managing Account Workflow Maintenance screen – Resend RM token (part 2)
Click here to return to the previous section.

Section 13.3.2
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welcome User. You are logged in as the Purchase Gard Approving/Billing Official.
Accounts In Proaress > Request Detail

Cardholder Account Workflow Maintenance

Cardholder Account Current Workflow State (dlifferent from Bank version)

[ Cardhoider Account Information
office Name: [Office Name

Justification: [Justificacion

[~ Managing Account Information

Office Name: [Office Name Managing Account Nurmber; [<==1213
Justification: [Justification
Cormpany Nurnber: joooao
clento: [ Bank ID: oooa
Level 5
[ POGs
Here are the points of contact for this account.
Role Name Email Phone
Primary Approving/8illing Official Primary A/BO Name primary.abo.name@email.mil 1234567690
Card Account Initiator Approving/Billing Official: 4/80 Initiator Name abo.initiator.name@ermail mil 1234567890
Cardholder's Supervisor. CHSupy Name  ch.supy.name@email.mil 12345676890
Approving/8illing Official's Supervisor. A/BO Supy Name  abo.supv.name@email.mi 1234567690
Resource Manager: RM Narme rm.name@email.mi 1234567890
Agency/Organization Program Coordinator: A/OPC Name aope name@emailmil 1234567890

I Resend Cardholder Token
«Please verify the email address of the nominated Cardhalder and click Resend Token to resend the token email: [user.name@email.mil

47 Besend Token

[~ Gard Embossing Options
Agency Name

Organization Name: [Organization Name

[~ Gard/Convenience Checks Issuance Options
This the option proposed by the Approving/Billng Official. If neither option is selected this will be a card-less account

I Issue card
I” Issue Convenience Checks

[ Purchase Limits
These are the limits proposed by the Approving/8illing Official.

Cycle Purchase Limit: 0.000 Credit Limit 0.000 Single Purchase Limit: [0,000

Quarterly Purchase Limit; Annual Purchase Limit:

[~ Merchant Gategory Codes
The following merchange categories have been requested for this account; they determine the vendors where items/services will be purchasable.

A1 airlines, Airports K : Misc. & Specialty Retail Stores

8 : vehicle Rental, Dealers L Contractors

C 1 Hotel, Motel M : Camps, Recreational disabled

D : Misc. Transportation N Misc. Personal Services

E : Telephone, Cable ¢ Misc. Business Services

F: Tele. Travel Services P : Medical Services

G : Mail Order, Phone Order Q¢ Schools, Educational Services and Day Care
H : Food/Daily/Drug/Liquor Stores R : Mermbership/Social/Charitable Organizations
1: Caterers, Restaurants, Bars S Fuel

3+ Discount/Dept. Stores, Duty Free Stores U Government to Government

Merchant Categary Code (MCC) Groups can be added as "Included". Included MCC Groups represent collections of MCCs within which the cardholder may
purchase items/services

Included MCC Groups (w/ Template Name)
% — (0000, 0000)





Figure 22 - Cardholder Account Workflow Maintenance screen – Resend Cardholder token
Click here to return to the previous section.

Section 13.4.1
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Purchase Card

Authorization, Issuance and Maintenance

Task Inbox

Cardholder Accounts | Accounts in Progress

welcome User. You are logged in as the Purchase Gard Approving/Billing Official.
Accounts In Proaress > Request Detail

Managing Account Workflow Maintenance

[~ Managing Account Information
Office Name: [Office Name

Justification: [Justification

[ Primary Approving/Billing Official
Narme: User Narme

Work Address: BIG MILITARY BASE
SMALLTOWN, USA 12345

Work Phone: 1234567890

Fax Number;

Email Address: user.name@email.mil

[ POGs
Here are the points of contact for this account.

Approving/8illing Official's Supervisor. A/BO Supy Name abo,supy.name@emailmil 1234567890
Resource Manager:

RM Name rm.name@ernail. mil 1234567890

Agency/Organization Program Coordinator: A/OPC Name  aopc.name@email.mil 1234567890

[ Acknowledgement of Required Training

I 1 certify that all training required for account set-up has been completed by the Approving/Billing Officials. 1 have received and will retain copies
of the training certificates for use in Card Program reviews. (Click here for more information.)

The required training for the Approving/Billing Officials was completed on

Primary Approving/8illing Official Primary A/BO Narme 20070103

[~ Required Appointments and Review

™ 1 certify that all required appointments have been prepared and processed. (Click here for more information.)
A review of the Managing Account is required no later than:

(¥YYYYMMDD e.g.: 20070131)





Figure 23 - Managing Account Workflow Maintenance screen – Resend task email (part 1)
[image: image157.png][ Purchase Limits
Cycle Purchase Limit

Quarterly Purchase
Limit;

Annual Purchase
Limit:

0.000 Credit Limit 0.000

single Purchase [

Limit:

[ Organization Name

Organization Name: [Organization Name

[ Assigned user(s)

The current task for this account is assigned to the user(s) below

Role Name Email Phone Task Assigned
Resource Manager: Resource Manager Name rm.name@emailmil 1234567890 Tue Jan 13 2009 11:26:59 EST
Resource Manager Pool RM Pool member Name  rm,pool. member@email mil 1234567890 Tue Jan 13 2009 11:26:59 EST

% Send Task Reminder Email





Figure 24 - Managing Account Workflow Maintenance screen – Resend task email (part 2)
Click here to return to the previous section.

Section 13.4.2
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4\ Purchase Card

Authorization, Issuance and Maintenance

|| cardholder Accounts | o

welcome User. You are logged in as the Purchase Gard Approving/Billing Official.
Accounts In Proaress > Request Detail

Cardholder Account Workflow Maintenance

Cardholder Account Current Workflow State (dlifferent from Bank version)

[ Cardhoider Account Information
office Name: [Office Name

Justification: [Justificacion

[~ Managing Account Information

Office Name: [Office Name Managing Account Nurmber.
Justification: [Justification
Cormpany Nurnber: joooao
clento: [ Bank ID: oooa
Level 5
[ POGs
Here are the points of contact for this account.
Role Name Email Phone
Primary Approving/8illing Official Primary A/BO Name primary.abo.name@email.mil 1234567690
Card Account Initiator Approving/Billing Official: 4/80 Initiator Name abo.initiator.name@ermail mil 1234567890
Cardholder's Supervisor. CHSupy Name  ch.supy.name@email.mil 12345676890
Approving/8illing Official's Supervisor. A/BO Supy Name  abo.supv.name@email.mi 1234567690
Resource Manager: RM Narme rm.name@email.mi 1234567890
Agency/Organization Program Coordinator: A/OPC Name aope name@emailmil 1234567890

[~ Gard Embossing Options
Agency Name

Organization Name: [Organization Name

[~ Gard/Convenience Checks Issuance Options
This the option proposed by the Approving/Billng Official. If neither option is selected this will be a card-less account

I Issue card
I” Issue Convenience Checks

[ Purchase Limits
These are the limits proposed by the Approving/8illing Official.

Cycle Purchase Limit: 0.000 Credit Limit 0.000 Single Purchase Limit: [0,000

Quarterly Purchase Limit; Annual Purchase Limit:

[~ Merchant Gategory Codes
The following merchange categories have been requested for this account; they determine the vendors where items/services will be purchasable.

A1 airlines, Airports K : Misc. & Specialty Retail Stores
8 : vehicle Rental, Dealers L Contractors

C 1 Hotel, Motel M : Camps, Recreational disabled

D : Misc. Transportation N Misc. Personal Services

E : Telephone, Cable ¢ Misc. Business Services

F: Tele. Travel Services P : Medical Services

G : Mail Order, Phone Order Q¢ Schools, Educational Services and Day Care
H : Food/Daily/Drug/Liquor Stores R : Mermbership/Social/Charitable Organizations
1: Caterers, Restaurants, Bars S Fuel

3+ Discount/Dept. Stores, Duty Free Stores U Government to Government

Merchant Categary Code (MCC) Groups can be added as "Included". Included MCC Groups represent collections of MCCs within which the cardholder may
purchase items/services

Included MCC Groups (w/ Template Name)
% — (0000, 0000)

[ Assigned user(s)
The current task for this account is assigned to the user(s) below

Role Name Email Phone Task Assigned
Resource Manager: Resource Manager Name rm.name@emailmil 1234567890 Tue Jan 13 2009 11:26:59 EST
Resource Manager Pool RM Pool member Name  rm,pool. member@email mil 1234567890 Tue Jan 13 2009 11:26:59 EST

Send Task Reminder Email




Figure 25 - Cardholder Account Workflow Maintenance screen – Resend task email

Click here to return to the previous section.

Appendix D:  Application Error Codes and Messages

	Error Message
	Explanation
	Solution

	User not found
	There is a data error with user information.
	Contact the help desk.

	You are not authorized to use this application.
	You are not an authorized user of AIM.
	Contact your supervisor if you feel that you should have been provisioned in EMMA to use AIM.

	Your assigned Agency/Organization Program Coordinator has not completed his or her profile online. Please consult your assigned Agency/Organization Program Coordinator for assistance.
	See Error Message.
	Contact your A/OPC to request that they complete their profile.

	A Managing Account must be assigned to you before you can create a Cardholder Account.
	You are not associated with a Managing Account.
	Contact your supervisor if you feel that you should be associated with a Managing Account.

	You must select one (1) Primary Approving/Billing Official.
	See Error Message.
	You must nominate an A/BO before a Managing Account can be created.

	No Users for Role "Purchase Card Approving/Billing Official" could be found. Contact the role's supervisor to request that a user be provisioned before completing this task.
	See Error Message.
	Contact the A/BO Supervisor to request that an A/BO be provisioned in EMMA for this organization. Once an A/BO has been provisioned, your workflow will need to be restarted.

	Office Name is a required field.
	See Error Message.
	Enter an Office Name and then resubmit the request.

	Justification is a required field.
	See Error Message.
	Enter a Justification and then resubmit the request.

	Organization Name is a required field.
	See Error Message.
	Enter an Organization Name and then resubmit the request.

	Resource Manager's email address is a required field.
	See Error Message.
	Enter an email address for the appropriate Resource Manager and resubmit the request.

	Acknowledgement of Required Training is a required field.
	See Error Message.
	Click the Acknowledgement of Required Training check box and resubmit the request.

	The date for the Training Date for the Approving/Billing Official(s) field must be in the past.
	See Error Message.
	Enter a new Training Date that is in the past and resubmit the request.

	The value [number] for the field cycle purchase limit is not a valid numeric value.
	You entered non-numeric characters in the Cycle Purchase Limit field.
	Enter a valid amount in the Cycle Purchase Limit field and resubmit the request.

	The Cycle Purchase Limit cannot be increased.
	See Error Message.
	Lower the value of the Cycle Purchase Limit to the original value or a lower amount and resubmit the request.

	Reason code is required for rejections.
	See Error Message.
	Select a Reason Code from the drop down menu. You can enter additional information in the Comments field, if necessary. Resubmit the request.

	Accounting Validation Code is a required field.
	See Error Message.
	Enter an Accounting Validation Code and resubmit the request.

	Required Appointments and Review is a required field.
	See Error Message.
	Click the check box certifying that all required appointments have been prepared and processed and resubmit the request.

	Required Appointments and Review Date is a required field.
	See Error Message.
	Enter the date by which you will conduct a review of the Managing Account and resubmit the request.

	The date for the Required Appointments and Review Date field must be in the future.
	See Error Message.
	Enter a new Required Appointments and Review Date that is in the future and resubmit the request.

	No Users for Role "Approving/Billing Officials
Supervisor" could be found. Contact the "Agency/ Organization Program
Coordinator" at "aopc.name@email.mil" to request that a
user be provisioned before completing this task.
	See Error Message.
	Contact the designated A/OPC and request that they provision a user into the A/BO Supervisor role through EMMA.

	Your assigned Agency/Organization Program Coordinator is no longer provisioned in EMMA. Please consult your assigned Agency/Organization Program Coordinator for assistance.
	No A/OPC has been provisioned through EMMA for this organization.
	Contact your A/OPC and advise them of the error that you received. The A/OPC will need to contact their supervisor to request provisioning in EMMA.

	UIC is a required field.
	See Error Message.
	Enter the UIC and resubmit the request.

	UIC is in wrong format.
	The UIC must begin with an uppercase letter and be followed by five additional alpha-numeric characters.
	Enter a valid UIC and resubmit the request.

	OPTI is a required field.
	See Error Message.
	Select an OPTI from the drop-down menu and resubmit the request.

	Verification is a required field.
	See Error Message.
	Enter information in the Identity Verification field (up to 16 alpha-numeric characters, including spaces, are allowed) which will be used by the bank to validate your identity if you have questions regarding your account.

	A valid address must be entered for the Primary Approving/Billing Official. See the User Profile for more information.
	The A/BO does not have a valid address in DEERS.
	Go to the Profile tab. Click the click here to update the address link to access the DEERS Address Update application.

	You have reached the maximum number of MCC Groups allowed [allowed number].
	See Error Message.
	Review and change, if necessary, the groups that have been added to ensure that all of the necessary MCC Codes have been included.

	[List] is not a valid combination of MCC values.
	See Error Message.
	Enter a valid combination of MCCs and resubmit the request.

	You selected Merchant Category Codes, but did not add them to MCC Groups.

Click Cancel to return to the previous screen and add the selected MCCs or click OK if you do not want to add them to MCC Groups.
	See Error Message.
	Click Cancel to return to the previous screen and add the selected MCCs or click OK if you do not want to add them to MCC Groups.

	No change was made to the A/BO Supervisor assignments.
	See Error Message.
	Select a radio button for the new A/BO Supervisor and resubmit the request.

	The New Completion Date for A/BO training must be in the past.
	See Error Message.
	Enter a New Completion Date that is in the future and resubmit the request.


Appendix E:  Lines of Accounting Field Definitions

The following table defines the accounting data title, the acronym used in AIM, and the corresponding acronyms used within the Services and Defense Agencies. In addition, the second column lists the number of characters required for each field.

	FA2
	Max Pos
	Label
	Acrn
	Air Force (57) Element Name
	Army (21) Element Name
	Navy (17) Element Name
	USMC (17) Element Name
	DoD (97) Element Name

	A1
	2
	Department Indicator
	DEPT
	Department Indicator
	Department Indicator
	Gaining Agency
	Department Indicator
	Department Indicator

	A3
	8
	Fiscal Year Indicator
	FY
	Fiscal Year
	Fiscal Year
	Beginning Fiscal Year/Ending Fiscal Year
	Fiscal Year
	Fiscal Year

	A4
	4
	Basic Symbol Number
	BS
	Appropriation Symbol Number
	Basic Symbol Number
	Appropriation
	Basic Symbol
	Basic Symbol Number

	A5
	4
	Subhead/Limit
	SCL
	Limit
	Limit
	Subhead
	Subhead
	Limit

	A6
	2
	Fund Code/MC
	FC
	Fund Code
	
	Major Claimant
	
	

	B1
	2
	Operation Agency Code/Fund Admin
	OAC
	Operating Agency Code
	Operating Agency
	
	
	

	B2
	5
	Allotment Serial Number
	ASN
	Operating Budget Account Number
	Allotment Serial Number
	Bureau Control Number
	Bureau Control Number
	Allotment Serial Number

	B3
	6
	Activity Address Code/UIC
	UIC
	Unit Identification Code
	Unit Identification Code
	Unit Identification Code
	
	

	C1
	12
	Program Element Code
	PEC
	Program Element Code
	Army Management Structure Code
	Cost Code
	Cost Code
	Cost Code

	C2
	8
	Project Task/Budget Subline
	ORG
	Budget Program Activity Code
	Sub-Job Order Number
	
	
	Organization Code

	D1
	2
	Defense Agency Allocation Recipient
	MFP
	Budget Activity
	Major Focus Programs
	
	Budget Exec Sub Activity
	

	D4
	8
	Job Order/Work Order Code
	JO
	Job Order Number
	
	Property Accounting Activity
	Property Accounting Activity
	Job Order

	D6
	1
	Sub-Allotment Recipient
	SAR
	
	
	Sub-Allotment Recipient
	Sub-Allotment Recipient
	

	D7
	6
	Work Center Recipient 
	WCR
	Responsibility Center/Cost Center
	Cost Center Code
	Work Center Recipient
	
	

	E1
	1
	Major Reimbursement Source Code
	RBC
	
	
	
	
	

	E2
	3
	Reimbursement Source Code
	RSC
	Accounts Receivable Source Code
	Reimbursement Source Code
	
	
	

	E3
	6
	Customer Indicator/MPC
	CI
	Stock Record Account Number/Material Program Code
	Customer Number
	
	
	

	F1
	5
	Object Class
	OC
	Element of Expense/Investment Code
	Element of Resource
	Object Class
	Object Class
	Object Class Code

	F3
	1
	Government/Public Sector Identifier
	GPS
	Type Vendor (Type Van)
	Obligation Data Code
	
	
	Within/Outside Government

	G2
	2
	Special Interest Code/Special Program Cost Code
	SIPC
	Emergency and Special Program Code
	
	
	
	

	I1
	6
	Abbreviated DoD Budget & Accounting Classification Code (BACC)
	DBSH
	
	Accounting Processing Code/Job Order Number
	
	
	Accounting Processing Code

	J1
	15
	Document/Record Reference Number
	SDN
	Commitment Number (usually from AF616)
	Standard Document Number
	Standard Document Number
	Standard Document Number
	Standard Document Number

	K6
	2
	Accounting Classification Reference Number
	ACRN
	
	Accounting Classification Reference Number
	Accounting Classification Reference Number
	Accounting Classification Reference Number
	

	L1
	6
	Accounting Installation Number
	AI
	Accounting and Disbursing Station Number
	Fiscal Station Number
	Authorization Accounting Activity
	Authorization Accounting Activity
	Fiscal Station Number

	M1
	18
	Local Installation data/IFS Number
	IFS
	Paying Office DoDAAC
	IFS Number
	
	
	

	N1
	3
	Transaction Type
	TT
	Budget Authorization Account Number
	Army Materiel Command Site
	Transaction Type Code
	Transaction Type Code
	Army Materiel Command Site

	P5
	12
	FMS Country Code, Implementing Agency, Case Number, and Line Number
	FMS
	FMS Country code, Implementing Agency, Case Number, and Line Item Number
	FMS Country code, Implementing Agency, Case Number, and Line Item Number
	FMS Country code, Implementing Agency, Case Number, and Line Item Number
	
	

	TA
	4
	Transportation Account Code
	TAC
	Transportation Account Code
	Transportation Account Code
	Transportation Account Code
	Transportation Account Code
	Transportation Account Code

	MD
	4
	Movement Designator Code
	MDC
	
	Movement Designator Code
	
	
	

	ZZ
	30
	Mutually Defined (Text LOA)
	TLOA
	Mutually Defined (Text LOA)
	Mutually Defined (Text LOA)
	Mutually Defined (Text LOA)
	Mutually Defined (Text LOA)
	Mutually Defined (Text LOA)

	84 
	13
	Total Direct Costs
	TDC
	Total Direct Costs
	Total Direct Costs
	Total Direct Costs
	Total Direct Costs
	Total Direct Costs


Appendix F:  Frequently Asked Questions

1. What is the difference between an Office Name and an Organization Name?
The Office Name is used to identify the Managing and Cardholder Accounts. The Organization Name is imprinted on the Purchase Card.

2. Will I always receive an email notifying me of a task?
Yes. An email notification is sent to users when they are required to complete a task. Emails are also generated for the following reasons:

· A token needs to be redeemed

· Notification of denial of a Managing or Cardholder Account request

· Notification of approval of a Managing or Cardholder Account request

· Termination of a Managing or Cardholder Account request

· Notification of denial of a Managing or Cardholder Account maintenance request

· Notification of approval of a Managing or Cardholder Account maintenance request

· Termination of a Managing or Cardholder Account maintenance request
Related topics: What if I do not receive a task or token email?
How do I update my email address?

3. What if I do not receive a task or token email?
Verify that your email Inbox is not full. Check the DEERS system (https://www.dmdc.osd.mil/appj/address/) to verify that your email address is correct. If it is correct, contact the Help Desk. If it is not correct, go to the User Maintenance Portal (UMP) (https://www.dmdc.osd.mil/ump) to update your email address.
Related topics: Will I always receive an email notifying me of a task?
How do I update my email address?

4. I received an email notifying me of a task. Why does it not show up in my Task Inbox?
The following are the most common reasons why a task may not show up in your Task Inbox:

· If you are in a Pool, someone else may have completed the task.

· The task workflow has been terminated.

· The task is listed on the next page and you need to click the next page arrow in the heading above the Select button.

Click the Accounts in Progress tab to verify the status of the workflow.
5. How do I update my email address?
Go to the User Maintenance Portal (UMP) (https://www.dmdc.osd.mil/ump) to update your email address.

6. Can I attach a document?
No. AIM does not allow users to attach documents.
7. What do I do if I cannot log in?
Contact the Help Desk. Possible reasons could include the following:
· Your CAC has expired

· You are not provisioned in EMMA

· The system is down for routine maintenance

8. If I have a new CAC, can I still log in?
Yes. Receiving a new CAC will not affect logging in to AIM.

9. If I hold multiple roles in AIM, including a Cardholder, why is Cardholder not listed in the list of roles?
The Cardholder is not a user of AIM and, therefore, is not listed as a role.
Related topics: What do I do if I do not see all of my roles listed?

10. What do I do if I do not see all of my roles listed?
Click the next page arrow in the heading above the Select button.
Related topics: If I hold multiple roles in AIM, including a Cardholder, why is Cardholder not listed in the list of roles?

11. Why can I not initiate a Managing Account?
Only an A/BO Supervisor can initiate a Managing Account request.

12. I initiated/approved a Managing Account request. Why can I not see the account listed under the Managing Accounts tab?
The account has not been approved by the bank. Click the Accounts in Progress tab to verify the status of the workflow.

13. What kind of Managing Account maintenance can I perform?
Section 8.1 delineates the types of Managing Account maintenance that each role can perform.


14. Why can I not initiate a Cardholder Account?
Only an A/BO can initiate a Cardholder Account request.

15. I initiated/approved a Cardholder Account request. Why can I not see the account listed under the Cardholder Accounts tab?
The account has not been approved by the bank. Click the Accounts in Progress tab to verify the status of the workflow.

16. What kind of Cardholder Account maintenance can I perform?
Section 11.1 delineates the types of Cardholder Account maintenance that each role can perform.


17. I requested an account, have waited the required period, and the account is still in wait status. What do I do?
Contact the Help Desk.

18. I initiated a request for an account that is no longer necessary. What do I do?
Contact the A/OPC and ask that they terminate the request.

19. How do I replace someone who is responsible for accounts?
Provision the new user in EMMA in the same role that the current user is in. Once the new user has been provisioned, maintenance within AIM has to be performed for the following roles:

· RM

· Cardholder Supervisor

· A/BO

· A/BO Supervisor

20. Where do I find my Organization ID?
Your Organization ID can be found on the Profile page in the User Information text box.
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1.0 Introduction

1.1 Purpose

The purpose of the Authorization, Issuance, and Maintenance (AIM) Application Account Migration User Manual is to assist authorized users of the application by providing a concise, accessible instruction guide that details the Account Migration process.

1.2 Overview of the Account Migration Process

The account migration capability allows users to migrate accounts existing in the bank systems to AIM. This functionality is in addition to requesting new Managing and Cardholder Accounts in AIM. In addition, this process can be followed for any accounts that are initiated through the bank.


The process to migrate accounts must be initiated by the A/OPC and is done to migrate accounts that fall under a specific TBR Hierarchy/Agent number. Prior to the initiation, the A/OPC must ensure that all users associated with the accounts have been provision in the Enterprise Monitoring and Management of Accounts (EMMA) application. Once triggered, the A/OPC will receive tasks to start the account migration workflow. This could take up to five business days.

Note:  Once the workflow has been started, the process cannot be cancelled.


1.3 Screen Captures and Prints


Due to Privacy Act considerations, protected information such as addresses, phone numbers, and email addresses have either been fabricated or erased in the examples used throughout the manual.


1.4 Emails


By default, Microsoft Outlook alters your settings to remove extra line breaks from emails. If you use Microsoft Outlook, it is recommended that you change your settings so that the emails are left unchanged. To change this setting:


1. Click Tools>Options from the top menu.


2. On the Preferences tab, click Email Options…

3. Uncheck the Remove extra line breaks in plain text messages box in the Message      Handling section.


1.5 Support Contact Information


The Purchase Card Online System (PCOLS) help desk provides Tier One support with escalation capability to Tiers Two and Three.


If you need help or support, please contact the PCOLS help desk at the following phone numbers or by email at dlacontactcenter@dla.mil.


· US (CONUS) – Commercial (toll-free):  1-800-376-7783


· OCONUS – DSN: 661-7307


· Direct dial: 269-961-7307

You will need to provide the help desk with your Organization ID, which can be found on the Profile page (see sections 6.1, Completing Your Profile − A/OPC and 6.2, Completing Your Profile − Other Users for additional information). This ID is assigned according to your Organization in EMMA and cannot be changed.

2.0 Managing Account Migration

2.1 Managing Account Migration Workflow

The Managing Account Migration workflow must be initiated by the A/OPC. Once the workflow is initiated, the A/BO Supervisor, RM, and A/BO associated with the account must approve the migration. The image below depicts the Managing Account Migration workflow process.
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2.2 A/OPC


2.2.1 Initiate Managing Account Migration


To initiate the Account Migration process:

1. Click the Account Migration tab.


2. Select the Agent Number(s) that are ready to begin the Account Migration process.  
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3. Click Initiate Account Migration.

Note:  Selecting the Agent Number(s) will initiate the workflow on all Managing Accounts assigned to the Agent Number(s) selected. This could take up to five business days. Once the workflow has been initiated, it cannot be cancelled.


The bottom of the screen displays the accounts that have been received from the bank for account migration as well as the status of the accounts. Click Select next to any account or double-click on a row to view account information. The Account Holder name displayed for all accounts in a Pending status will be the name provided by the bank. Once the account has been activated, the name associated with the account in AIM will be displayed.
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2.2.2 Completing Managing Account Migration Initiation


A task email will be sent to all A/OPCs that are associated with the selected Agent Number(s) for each Managing Account. 

Note:  This could take up to five business days.

To view the task and complete the Managing Account Migration initiation, ensure that the role that you select on the “Role Selection” screen has the corresponding Agent Number associated with it for the tasks to display in your AIM Task Inbox. This information can be found in your A/OPC profile. See section 6.1 of the AIM User Manual for additional information.

When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Account Holder name displayed for all accounts in a Pending status will be the name provided by the bank), and a description of what you are required to do.

a. Click Select next to the task with the description “Initiate the Managing Account migration.” 
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The “Managing Account Migration Initiation” screen is displayed. Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen.


Note:  The information in the read-only fields was provided by the bank and cannot be changed. Once the approval process has been completed, this account will be active in AIM. Necessary changes to the account information can be initiated through the bank prior to Account Migration approval or by performing account maintenance in AIM after the account is active.

a. Organization and Supervisor Information

a. Agency/Organization Program Coordinator Organization – If you are associated with more than one organization, select the A/OPC organization to which you want this account associated. Your A/OPC profile for the selected organization must contain the TBR Hierarchy information provided by the bank to continue. Once the Migration request is approved, the Managing Account will be assigned to the organization that you selected. The “Select Approving/Billing Officials” screen is displayed.

Note:  To complete all follow up tasks, you must select the appropriate role for the associated organization on the “Role Selection” screen.
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b. Approving/Billing Official Supervisor – Select the Organization for the A/BO Supervisor. The A/BO Supervisors shown are based on the Organization that you selected. Click Select next to the name of the A/BO Supervisor that should be assigned to this account.
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a. Click Approve.


2.2.3 Approving Managing Account Migration


Once the RM accepts the nomination for the Managing Account, you will receive an email requesting that you approve the Managing Account Migration request. 


When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Account Holder name displayed for all accounts in a Pending status will be the name provided by the bank), the office name, and a description of what you are required to do.


1. Click Select next to the task with the description “Approve the activation of the bank-initiated Managing Account.”
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2. From the “A/OPC – Managing Account Migration Approval” screen, you have the option to change the Office Name and the Justification prior to submittal. 


Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen.


3. If the A/BO has completed all of their training and you have been provided with the appropriate documentation, click the check box certifying that you have received the documents and enter the date that the training was completed. 
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4. Click the check box verifying that all required appointments have been prepared and processed. Enter a date by which you will complete a review of the Managing Account.
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5. Click Approve.


Note:  Clicking Approve indicates that you have verified or appropriately updated all of the information. The account status will be changed to Active in AIM. This will also initiate the Account Migration workflow process for any Cardholder Account(s) associated with this Managing Account. Clicking Restart will restart this workflow at the initial step and create a new task for you to select an A/BO Supervisor. You can choose this option if the POCs assigned to this account are incorrect and need to be reassigned.


2.3 A/BO Supervisor

Once the A/OPC designates you as the A/BO Supervisor that should be assigned to a Managing Account, you will receive an email requesting you to approve the Managing Account Migration request.


When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Account Holder name displayed for all accounts in a Pending status will be the name provided by the bank), and a description of what you are required to do.

1. Click Select next to the task with the description “Select A/BOs for this Managing Account migration.” 
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The “A/BO Supervisor – Managing Account Migration Approval” screen is displayed. Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen.


Note:  The information in the read-only fields was provided by the bank and cannot be changed. Once the approval process has been completed, this account will be active in AIM. Necessary changes to the account information can be initiated through the bank prior to Account Migration approval or by performing account maintenance in AIM after the account is active.

2. Approving/Billing Official(s)

a. A/BO Organization – Select the appropriate Organization for the Primary A/BO. A list of A/BOs that are associated with the selected Organization will be displayed in the table below.

b. Select one Primary Approving/Billing Official. Additionally, you may select up to four Alternate Approving/Billing Officials. The Primary A/BO assigned to this account in the bank’s system is listed in the Account Holder field in the “Managing Account Information” box above. If the assigned Primary A/BO or the appropriate Alternate A/BO(s) is not listed, click on the EMMA link, provision them in the system, and then reopen this task.
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3. Click Approve.


Note:  Clicking Reject indicates that you are not the correct A/BO Supervisor for this account. Provide all additional details in the “Rejection Feedback” section. Rejections will be returned to the A/OPC so that issues can be appropriately updated in the request. 


2.4 A/BO


Once you have been designated as a Primary or Alternate A/BO that should be assigned to a Managing Account, you will receive an email requesting you to approve the Managing Account Migration request. 


When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Account Holder name displayed for all accounts in a Pending status will be the name provided by the bank), and a description of what you are required to do.


1. Click Select next to the task with the description “Complete setup of the Managing Account migration.” 
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The “A/BO – Managing Account Migration Approval” screen is displayed. Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen.


Note:  The information in the read-only fields was provided by the bank and cannot be changed. Once the approval process has been completed, this account will be active in AIM. Necessary changes to the account information can be initiated through the bank prior to Account Migration approval or by performing account maintenance in AIM after the account is active.

2. Managing Account Information − Enter the Office Name and Justification for this Managing Account. These fields are both free text fields. Where possible, the Office Name for each account should be unique. For example, you can add the last four digits of the Account Number at the end of the Office Name.
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3. Resource Manager Nomination − Enter the email address of the RM assigned to this account.
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Note:  The RM that you assign to the Managing Account will also be assigned to all Cardholder Accounts created beneath it.


4. Acknowledgement of Required Training − Click the check box to acknowledge that you understand that you must complete all required training and submit your certificates to the A/OPC. If you have already completed the training, enter the completion date.
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Note:  The training date will be pre-populated for any subsequent accounts with which you are associated.

5. Click Submit.

Note:  Clicking Reject indicates that you are not the correct A/BO for this account. Provide all additional details in the “Rejection Feedback” section. Rejections will be returned to the A/BO Supervisor so that issues can be appropriately updated in the request.

2.5 Resource Manager


Once the A/BO has submitted the Managing Account Migration request, you will receive an email nominating you as the RM for the Managing Account. The email will provide you with the Office Name, the account justification, and a token to redeem connecting you to the RM role for this Managing Account.


1. Follow the instructions in Section 4.1 of the AIM User manual, to redeem your token and log in. The “Role Acceptance: Resource Manager” screen is displayed. Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen.


Note:  The information in the read-only fields was provided by the bank and cannot be changed. Once the approval process has been completed, this account will be active in AIM. Necessary changes to the account information can be initiated through the bank prior to Account Migration approval or by performing account maintenance in AIM after the account is active.

2. User Organization Information − If you are associated with more than one organization, select the Resource Manager’s organization to be associated with this Managing Account. The Organization that you select will determine the appropriate RM Pool users.
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a. If the Organization listed is not the correct organization, click Change Organization.


b. Click Select next to the name of the correct organization.
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3. Click Accept.


Note:  Clicking Reject indicates that there you are not the correct Resource Manager for this account. Provide all additional details in the “Rejection Feedback” section. Rejections will be returned to the A/BO so that issues can be appropriately updated in the request.

3.0 Cardholder Account Migration

3.1 Cardholder Account Migration Workflow


A task email is automatically sent to the A/BO for Cardholder Account Migration initiation when the A/OPC performs the final Managing Account Migration approval. Once the workflow is initiated, the Cardholder, Cardholders Supervisor (if they are not the issuing A/BO), and A/OPC associated with the account must approve the migration. The image below depicts the Cardholder Account Migration workflow process.
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3.2 A/BO


Once the A/OPC approves the Managing Account Migration request, you will receive an email requesting you to initiate the Cardholder Account Migration process. 


When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Account Holder name displayed for all accounts in a Pending status will be the name provided by the bank), and a description of what you are required to do.


1. Click Select next to the task with the description “Complete setup and nominate a Cardholder for this Cardholder Account migration.”
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The “Cardholder Account Migration Initiation” screen is displayed. Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen.


Note:  The information in the read-only fields was provided by the bank and cannot be changed. Once the approval process has been completed, this account will be active in AIM. Necessary changes to the account information can be initiated through the bank prior to Account Migration approval or by performing account maintenance in AIM after the account is active.

2. Cardholder Account Information – Enter the Office Name and Justification for the Cardholder Account.
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3. If you are the Cardholders Supervisor, click the check box indicated that you fill both the Approving/Billing Official and Cardholders Supervisor roles. Your demographics will be displayed as the Cardholders Supervisor.
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If you are not the Cardholders Supervisor:


a. Click Select Cardholders Supervisor. 

b. Click Select next to the name of the Cardholders Supervisor that should be assigned to this account.

Note:  If you are also the Cardholders Supervisor, the approval task following Cardholder nomination acceptance will pass directly to the A/OPC.
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4. Cardholder Nomination − Enter the email address of the Cardholder that you wish to nominate.
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5. Click Submit.


3.3 Cardholder


Once you have been nominated as a Cardholder, you will receive an email with a token string. Follow the instructions in Section 4.1 of the AIM user manual, to redeem your token.


1. Review the information on the “Role Acceptance: Cardholder” screen. Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen. 

2. Verify your User Information. If you need to update your information, click the click here to update the address link within the text. 


Note:  Your User Information is populated from your Defense Enrollment Eligibility Reporting System (DEERS) profile. The click here to update the address link will direct you to the DEERS Address Update site, which is a DMDC application. Any changes that are made will take up to 24 hours to be reflected in your AIM profile. If you have any problems logging in or updating your address, contact the help desk.

3. Click the Acknowledgement of Required Training check box. If you have already completed the training, enter the date.


[image: image24.png]Acknowledgement of Required Training
[* 1 understand that 1 must complete all training required for Cardholder Account setup and forward a copy of the training certificate(s) to the
Purchase Card Agency/Organization Program Coordinator. (Click here for more information.)

If you have completed the DAU training, enter the date here: (¥YYYYMMDD eg: 20010131)







4. Click the check box acknowledging responsibility for fulfilling all cardholder duties and responsibilities.


5. Click Accept. AIM will automatically log you off of the system and display a green text box at the top of the screen letting you know that your action was successful.


Note:  If you are not the correct Cardholder for this account, click Reject.


3.4 Cardholders Supervisor

If the A/BO and the Cardholders Supervisor are the same person, the A/OPC is responsible for approving the Cardholder Account Migration request.


If the A/BO and Cardholders Supervisor are different people, the Cardholders Supervisor must approve the Cardholder Account Migration request prior to A/OPC approval.


Once the Cardholder accepts their nomination, you will receive an email requesting that you approve the account.


When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Account Holder name displayed for all accounts in a Pending status will be the name provided by the bank), the office name, and a description of what you are required to do.

1. Click Select next to the task with the description “Approve this Cardholder Account migration.”
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2. Review the information on the “Cardholders Supervisor – Cardholder Account Migration Approval” screen. Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen.

3. Click Approve.

Note:  Clicking Reject indicates that you are not the correct Cardholders Supervisor for this account or that the Cardholder is incorrect. Provide all additional details in the “Rejection Feedback” section. Rejections will be returned to the A/BO so that issues can be appropriately updated in the request.

3.5 A/OPC

Once the request for the new Cardholder Account has been approved, you will receive an email requesting that you approve the account.


When you log in to AIM, your Task Inbox will display the details of your new task − status of the task, the date the task was acquired, the request type, the name of the account holder (the Account Holder name displayed for all accounts in a Pending status will be the name provided by the bank), the office name, and a description of what you are required to do.


1. Click Select next to the task with the description “Approve the activation of the bank-initiated Cardholder Account.”
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The “A/OPC – Cardholder Account Migration Approval” screen is displayed. Appendix B contains detailed views of individual screens. Click here for an expanded view of the screen.

2. Verification of Completed Training − Click the check box certifying that all training required for account setup has been completed by the Cardholder and that you received and will retain a copy of the training certificate for use in Card Program reviews. Enter the date that the training was completed.
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3. Required Appointments and Review − Click the check box certifying that all required appointments have been prepared and processed. Enter the date by which you will conduct a review of the Cardholder Account.
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4. Cardholder Account Special Designations − You have the option of choosing one or more Special Designation to assign to the account. This information is not mandatory.
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5. Click Approve.


Note:  Clicking Approve indicates that you have verified or appropriately updated all of the information. The account status will be changed to Active in AIM. Clicking Reject indicates that there are issues with this request. Provide all additional details in the “Rejection Feedback” section. Rejections will be returned to the A/BO so that issues can be appropriately updated in the request. You can choose this option if the POCs or Cardholder assigned to this account are incorrect and need to be reassigned.

4.0 Accounts in Progress Functions


4.1 Viewing an Account in Progress


To view an Account in Progress:


1. Click the Accounts in Progress tab. 


2. Click Select next to the Account that you want to view. The Account status will display, listing the request type and the request status.


4.2 Restarting a Request in Workflow − A/OPC


A/OPCs have the authority to restart a Managing Account migration request in workflow at any time before the account is submitted to the bank. Cardholder Account migration requests cannot be restarted. To restart a request in workflow:


1. Click the Accounts in Progress tab.


2. Click Select next to the workflow that you want to restart.


3. At the bottom of the screen, click Restart Workflow.


4. Confirm that you want to restart the workflow and click OK.


4.3 Resending a Token


4.3.1 Resending a Resource Manager Token

Both A/OPCs and A/BOs have the authority to resend a token to the nominated RM during the Managing Account Migration process. To resend a token:


1. Click the Accounts in Progress tab.


2. Click Select next to the workflow that needs the RM token resent. The “Managing Account Workflow Maintenance” screen is displayed. 
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3. In the Resend Resource Manager Token box, verify that the RM’s email address is correct. If it is not, correct the address in the text box.


Note:  Only the A/BO has the authority to change the RM’s email address. If the A/OPC finds that the email address is incorrect, they must contact the A/BO associated with the account to change it.
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4. Click Resend Token.


4.3.2 Resending a Cardholder Token


Both A/OPCs and A/BOs have the authority to resend a token to the nominated Cardholder during the Cardholder Account Migration process. To resend a token:


1. Click the Accounts in Progress tab.


2. Click Select next to the workflow that needs the Cardholder token resent. The “Cardholder Account Workflow Maintenance” screen is displayed. 
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3. In the Resend Cardholder Token box, verify that the Cardholder’s email address is correct. If it is not, correct the address in the text box.


Note:  Only the A/BO has the authority to change the Cardholder’s email address. If the A/OPC finds that the email address is incorrect, they must contact the A/BO associated with the account to change it.
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4. Click Resend Token.


4.4 Resending Task Emails


Both A/OPCs and A/BOs have the authority to resend task emails during the Account Migration process. To resend a task email:


1. Click the Accounts in Progress tab.


2. Click Select next to the workflow that needs the task email resent. The “Managing Account Workflow Maintenance” or “Cardholder Account Workflow Maintenance” screen is displayed. 


3. The Assigned User(s) box lists the role and user name(s) of the individuals that are pending action for this Managing Account. In addition, the box lists the user’s email address, phone number, as well as the date and time that the task was assigned.
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4. At the bottom of the screen, click Send Task Reminder Email.


Appendix A:  Acronyms and Abbreviations


The following abbreviations and acronyms aid in the understanding of this document.


		Abbreviations and Acronyms

		Description



		A/BO

		Approving/Billing Official



		A/OPC

		Agency/Organization Program Coordinator



		AIM

		Authorization, Issuance, and Maintenance



		DMDC

		Defense Manpower Data Center



		DEERS

		Defense Enrollment Eligibility Reporting System



		EMMA

		Enterprise Monitoring and Management of Accounts



		PCOLS

		Purchase Card Online System



		POC

		Point of Contact



		RM

		Resource Manager





Appendix B:  Expanded Screen Views
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Figure 1 - A/OPC Managing Account Migration Initiation screen (part 1)
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Figure 2 - A/OPC Managing Account Migration Initiation screen (part 2)

Click here to return to the previous section.
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Figure 3 - A/OPC - Managing Account Migration Approval screen (part 1)
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Figure 4 - A/OPC - Managing Account Migration Approval screen (part 2)

Click here to return to the previous section.
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Figure 5 - A/BO Supervisor - Managing Account Approval screen

Click here to return to the previous section.
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Figure 6 - A/BO - Managing Account Migration Approval screen (part 1)
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Figure 7- A/BO - Managing Account Migration Approval screen (part 2)

Click here to return to the previous section.
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Figure 8 - Role Acceptance: Resource Manager screen (part 1)
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Figure 9 - Role Acceptance: Resource Manager screen (part 2)

Click here to return to the previous section.


Section 3.2
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Figure 10 - Cardholder Account Migration Initiation screen (part 1)
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Figure 11 - Cardholder Account Migration Initiation screen (part 2)


Click here to return to the previous section.


Section 3.3
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Figure 12 - Role Acceptance: Cardholder screen (part 1)
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Figure 13 - Role Acceptance: Cardholder screen (part 2)

Click here to return to the previous section.


Section 3.4
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Figure 14 - Cardholders Supervisor - Cardholder Account Migration Approval screen (part 1)
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Figure 15 - Cardholders Supervisor - Cardholder Account Migration Approval screen (part 2)

Click here to return to the previous section.


Section 3.5
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Figure 16 - A/OPC - Cardholder Account Migration Approval screen (part 1)
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Figure 17 - A/OPC - Cardholder Account Migration Approval screen (part 2)

Click here to return to the previous section.
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