





AIM Application
v. 1.6
Account Migration
User Manual
















Prepared by:

EDS/DMDC

1600 N. Beauregard Street
Alexandria, VA  22311
Document History

	Document Version
	Date
	Description

	1.0
	May 2009
	Development

	1.1
	June 2009
	Added prerequisite of EMMA provisioning


Table of Contents

11.0
Introduction


11.1
Purpose


11.2
Overview of the AIM System and the Account Migration Process


11.3
Screen Captures and Prints


21.4
Emails


22.0
Managing Account Migration


22.1
Managing Account Migration Workflow


22.2
A/OPC


22.2.1
Initiate Managing Account Migration


32.2.2
Completing Managing Account Migration Initiation


52.2.3
Approving Managing Account Migration


62.3
A/BO Supervisor


72.4
A/BO


92.5
Resource Manager


103.0
Cardholder Account Migration


103.1
Cardholder Account Migration Workflow


113.2
A/BO


133.3
Cardholder


143.4
Cardholders Supervisor


153.5
A/OPC


17Appendix A:  Acronyms and Abbreviations


18Appendix B:  Expanded Screen Views




Table of Figures
18Figure 1 - A/OPC Managing Account Migration Initiation screen (part 1)


19Figure 2 - A/OPC Managing Account Migration Initiation screen (part 2)


20Figure 3 - A/OPC - Managing Account Migration Approval screen (part 1)


21Figure 4 - A/OPC - Managing Account Migration Approval screen (part 2)


22Figure 5 - A/BO Supervisor - Managing Account Approval screen


23Figure 6 - A/BO - Managing Account Migration Approval screen (part 1)


24Figure 7- A/BO - Managing Account Migration Approval screen (part 2)


25Figure 8 - Role Acceptance: Resource Manager screen (part 1)


26Figure 9 - Role Acceptance: Resource Manager screen (part 2)


27Figure 10 - Cardholder Account Migration Initiation screen (part 1)


28Figure 11 - Cardholder Account Migration Initiation screen (part 2)


29Figure 12 - Role Acceptance Cardholder screen (part 1)


30Figure 13 - Role Acceptance: Cardholder screen (part 2)


31Figure 14 - Cardholders Supervisor - Cardholder Account Migration Approval screen (part 1)


32Figure 15 - Cardholders Supervisor - Cardholder Account Migration Approval screen (part 2)


33Figure 16 - A/OPC - Cardholder Account Migration Approval screen (part 1)


34Figure 17 - A/OPC - Cardholder Account Migration Approval screen (part 2)





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.

Note:  This function is not currently available for Navy users.
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.
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.
[image: image3.png]The following accounts were received from the bank for the Account Migration process.
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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. 
Note:  To complete all follow up tasks, you must select the appropriate role for the associated organization on the “Role Selection” screen.

b. Approving/Billing Official Supervisor – Select the A/BO Supervisor that should be associated with this account. The A/BO Supervisors shown are populated based on the A/OPC organization that you selected in step 2a. 
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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 of the delegations and appointments have been prepared and processed. Enter a date by which you will complete a review of the Primary A/BO.
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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. 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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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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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. Click Select Cardholders Supervisor.
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4. 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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5. Cardholder Nomination − Enter the email address of the Cardholder that you wish to nominate.
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6. 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.
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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 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.

[image: image26.png]Verification of Completed Training
[* 1 certify that al training required for account setup has been completed by the Gardholder and 1 have received and will retain a copy of the
training certificate for use in Card Program reviews. (Click here for more infarmation.)
The DAU training was completed on: 20010131 | (vyvyhmpD eg: 20010131)





3. Required Delegations and Appointments − Click the check box certifying that all required delegations and appointments have been prepared and processed. Enter the date by which you will conduct a review of the Primary A/BO.
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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.
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

	POC
	Point of Contact

	RM
	Resource Manager


Appendix B:  Expanded Screen Views

Section 2.2.2
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Figure 1 - A/OPC Managing Account Migration Initiation screen (part 1)
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request is approved, the Managing Account will be assigned to the arganization that you selected. The below list of 4/80 Supervisors will be
populated based on the organization selected.

[~ Approving/Billing Official Supervisor

* Select an 4/80 Supervisor for this account.

Name Email Address Phone Organization
O 4/80 Supervisor 1 abo.supy. 1@email.mi 1234567890 Sub-Organization 1
O 4/80 Supervisor 2 abo.supy.2@email.mi 1234567890 Sub-Organization 2
O 4/80 Supervisor 3 abo.supy.3@email.mi 1234567890 Sub-Organization 3

Glicking Approve indicates that you have entered all necessary information for the Managing Account Migration request and would like to begin
processing the request. Once the Migration request is approved, the Managing Account will be assigned to the organization that you selected.
7o complete all follow up tasks, you must select the appropriate role for the associated organization on the Role Selection screen.
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Figure 2 - A/OPC Managing Account Migration Initiation screen (part 2)
Click here to return to the previous section.

Section 2.2.3
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[~ Acknowledgement of Required Training

[ *1 certify that all training required for account setup has been completed by the Approving/8illing Officials and 1 have received and will retain
copies of the training certificates for use in Card Program reviews. (Click here for more information.)
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Figure 3 - A/OPC - Managing Account Migration Approval screen (part 1)
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choose this option if the POGs assigned to this account are incorrect and need to be reassigned.
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Figure 4 - A/OPC - Managing Account Migration Approval screen (part 2)
Click here to return to the previous section.

Section 2.3
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Figure 5 - A/BO Supervisor - Managing Account Approval screen
Click here to return to the previous section.

Section 2.4
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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.

Section 2.5
[image: image36.png]Information and Technology for Better Decision Making

Purchase Card

Authorizati

Task Inbox

ion, Issuance and Maintenance

Help | Contact | SelectRole | Logoff | EMMA

Cardholder Accounts | Accounts In Progress

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

Task Inbox > View Task

Role Acceptance: Resource Manager

Your acceptance to this role

will bind you and all Resource Managers in your pool to this account.

The Managing Account Migration workflow has been started. The infarmation 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

Assigned By: 4/80 Supervisor Narme

appropriate RM Pool users

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

Resource Manager's organization: Organization 1

> Change Organization

Managing Account Number:
office Name:

Justification:

Account Holder:

[~ Managing Account Information

1005
Ofice Name

Gustification

Primary A/B0 Name (provided by bank)

Name: User Name

Work Phone: 1234567890
Fax Number;

[ Primary Approving/Billing Official

Wark Address: BIG MILITARY BASE
SMALLTOWN, USA 12345

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@emailmil 1234567890
Agency/Organization Program Coordinatar: A/OPC Narme aope name@email.mil 1234567890

EDI payment
“ Non-EDI payment

[~ EDI Payment Routing Information





Figure 8 - Role Acceptance: Resource Manager screen (part 1)
[image: image37.png][ Line of Accounting

[~ 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

s s s s s
e ———

[ Purchase Limits

credi Limit OB Cyelruchaselm: o oo Purchae

Quarterly Purchase
Limit;

Annual Purchase
Limit:

[~ Rejection Feedback

If you reject this request, provide a reason for the rejection in the Comments box below and click Reject. If rejected, your changes wil
be saved.

not

Comments

Glicking Accept indicates that you have selected the appropriate Resource Manager organization for the Managing Account Migration request
and would like to begin processing the request.

Glicking Reject indicates that there are issues with the 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.

Accept Reject





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

Section 3.2

[image: image38.png]Information and Technology for Better Decision Making

Purchase Card

Help | Contact | SelectRole | Logoff | EMMA

Authorization, Issuance and Maintenance

|| cardholder Accounts | o

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

Cardholder Account Migration Initiation

The Cardholder Account Migration workflow has been started. The information in the read-only fields was provided by the bank and cannat be changed.
Once the approval process has been completed, this account wil 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

Assigned By: 4/0PC Narme

[ Cardhoider Account Information
Enter your Office Name and briefly describe the reason for this Cardhalder Account in the Justification field. (Click here for more information.)

* office Name: Ofice Name

* Justification: Justification

Cardholder Account Number: s 104

Account Holder. Cardholder Name (provided by bank)

[~ Managing Account Information

Office Name: [Office Name Managing Account Nurmber; [<==1213
Justification: [Justification
Cormpany Nurnber: joooao
Client 1D 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@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
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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
[image: image40.png]Information and Technology for Better Decision Making

Help | Contact | Logoff | EMMA
“re) Purchase Card

Authorization, Issuance and Maintenance

Task Inbox Profile

welcome User.

Role Acceptance: Cardholder

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, please click here to update the address below. Any changes made to the address wil
take up to 24 hours to process and will automatically be reflected below once complete

Name: User Name

Work Address: BIG MILITARY BASE
SMALLTOWN, USA 12345

Work Phone: 1234567890

Fax Number;

Email Address: user.name@email.mil

Organization ID:

[ Cardhoider Account Information

office Name: Ofice Name

Justification; Gustification

Cardholder Account Number:

1004

Account Holder. Cardholder Name (provided by bank)

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

I” Issue Convenience Checks

[ Purchase Limits

The following limits were provided by the bank for this Cardholder Account.

Credit Limit: Cycle Purchase Limit

Single Purchase Limit: [0,000

Quarterly Purchase Limit; Annual Purchase Limit:




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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Role Name Email Phone
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Figure 14 - Cardholders Supervisor - Cardholder Account Migration Approval screen (part 1)
[image: image43.png][~ Gard/Convenience Checks Issuance Options
I~ lssue Card
I” Issue Convenience Checks

[ Purchase Limits
The following limits were provided by the bank for this Cardholder Account.

Credit Limit: Cycle Purchase Limit: [3,000 single Purchase Limit: [3,000

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

Caterers, Restaurants, Bars
Discount/Dept. Stores, Duty Free Stores

Misc. & Specialty Retail Stores
Contractors

Carps, Recreational disabled

Misc. Personal Services

Misc. Business Services

Medical Services

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

Government to Government

C-rommoow®
compovozzrA

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)

[~ Rejection Feedback
If you reject this request, please provide a reason for the rejer

n in the Gomments box below. If rejected, your changes will not be saved.

Comments

Glicking Approve indicates that you have verified that the correct Cardholder has been identified.

Glicking Reject indicates that you are not the correct Gardholders Supervisor for this account or that the Cardholder is incorrect, as stated in the
Rejection Feedback section above. Rejections will be returned to the Approving/Billing Official 5o that issues can be worked offline and
appropriately updated in the request.

Approve Reject



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

Section 3.5
[image: image44.png]Information and Technology for Better Decision Making

Purchase Card

Help | Contact | SelectRole | Logoff | EMMA

Authorization, Issuance and Maintenance

|| cardholder Accounts | o Account Migration

welcome User. You are logged in as the Agency/Organization Program Goordinator.
Task Inbox > View Task

A/OPC - Cardholder Account Migration Approval

The Cardholder Account Migration workflow has been started. The information in the read-only fields was provided by the bank and cannat be changed.
Once the approval process has been completed, this account wil 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

Assigned By: Cardholders Supervisor Name

[ Cardhoider Account Information

office Name: Ofice Name

Justification; Gustification

Cardholder Account Number: s 104

Account Holder. Cardholder Name (provided by bank)

[~ Managing Account Information

Office Name: [Office Name Managing Account Nurmber; [<==1213

Justification: [Justification —
Cormpany Nurnber: joooao
clento: [ Bank ID: oooa
Level 5

Agent # Level 1 Level 2 Level 3 Level 4
0000 o000 o000 o000 o000
[~ Gardholder Information

Narme: User Narme

Work Address: BIG MILITARY BASE

SMALLTOWN, US4 12345

Work Phone: 1234567890

Fax Nurmber.

Email Address: user.name@emailmil
[ 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

[ Verification of Gompleted Training
[* 1 certify that al training required for account setup has been completed by the Gardholder and 1 have received and will retain a copy of the
training certificate for use in Card Program reviews. (Click here for more infarmation.)
The DAU training was completed on: 20010131 | (vyvyhmpD eg: 20010131)

[~ Required Delegations and Appointments

[ * 1 certify that all required delegations and appointments have been prepared and processed.

* & review of the Primary A/80 is required no later than (¥YYYYMMDD e.g.: 20070131)




Figure 16 - A/OPC - Cardholder Account Migration Approval screen (part 1)
[image: image45.png][~ Gard Embossing Options
Agency Name

Organization Name: [Organization Name (provided by bank)

[~ Gard/Convenience Checks Issuance Options
I~ lssue Card
I” Issue Convenience Checks

[~ Gardholder Account Special Designations
The Cardholder is @ warranted Contracting 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

[~ Reallocation Method
No Reallocation
By Accounting Validation Control
By Altemate Accounting Code

[ Accounting Validation Gode
AVC Code Name: [AVC Cade Name

[~ Default Accounting Gode
DT FY B sl Fc OAC ASN UK peC oR6 w10 sar

oo [oooooooo foooo Joooo | | | | | 1

wer REC Rsc  cl oc  aps smc DBSH son ACRN AL
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[ Purchase Limits
The following limits were provided by the bank for this Cardholder Account.

Credit Limit: Cycle Purchase Limit: [3,000 single Purchase Limit: [3,000

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

Caterers, Restaurants, Bars
Discount/Dept. Stores, Duty Free Stores

Misc. & Specialty Retail Stores
Contractors

Carps, Recreational disabled

Misc. Personal Services

Misc. Business Services

Medical Services

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

Government to Government

C-rommoow®
compovozzrA

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)

[~ Rejection Feedback
If you reject this request, please provide a reason for the rejection in the Gomments box below. If rejected, your changes will not be saved.

Comments

Glicking Approve indicates that you have verified or appropriately updated all of the information. This account will be marked as Active in AIM.

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

Approve Bejoct





Figure 17 - A/OPC - Cardholder Account Migration Approval screen (part 2)
Click here to return to the previous section.
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