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PCOLS Site Pre-Deployment Checklist

The following checklist has been compiled to be followed in the given sequence. The steps will help guide you through the process and ensure a successful deployment of PCOLS at your site.
Reference materials have been provided to your site by the PCPO in the PCOLS Site Deployment Packet. For any help or support that you require during the process, 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
Prior to using PCOLS
· [bookmark: _GoBack]Army, Air Force, and Defense Agency customers will need to log in to US Bank’s Access Online system and ensure that your Access Online profile reflects a Functional Entitlement Group (FEG) of PA_AIM.  If you need to add the FEG, fellow A/OPCs or the A/OPC Supervisor can add this to all A/OPCs profiles for your site.  If you need assistance beyond that adding this FEG, you must contact your US Bank representative.
· If using Automated Provisioning: A sites A/OPC Supervisor or A/OPC will fill out the “Preliminary Users Worksheet” and submit by email to the dlacontactcenter@dla.mil.  
· If not using Automated Provisioning: Site has initiated the provisioning process in EMMA.
Note: The Provisioning must be complete prior to the initiation of Account Migration.
· Developed a schedule of when accounts will be migrated into AIM and provided via email to discuss with PCPO along with the approximate number of currently existing accounts. 
· Send email to: pcols@dla.mil 
· Subject line: <Your Site Name, EMMA Site ID> - Site Information
Note: The above emails to the PCPO may be combined at your convenience with a subject line as such: <Your Site Name, EMMA Site ID> - Site Information.
· Users should reference the EMMA and AIM user manuals, which can be found at https://acc.dau.mil/pcols under the PCOLS User Manuals link or contact the PCOLS help desk regarding training options.
· As an additional reference for setting up your EMMA hierarchy, an instructional sample hierarchy is included in the PCOLS Site Deployment packet for your reference. 
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