The Purchase Card Policy Office (PCPO) has provided your site with a list of steps to take in order to deploy the Purchase Card On-Line System (PCOLS) to your site and aid you in the process. 
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 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

PCOLS Deployment
· If using Automated Provisioning: Completed all three tabs on the PCOLS Preliminary Users Worksheet.  Detailed information is in the Automated Provisioning box on the next page. Submitted the worksheet via email with the following information: 

· Send email with the following information to: dlacontactcenter@dla.mil

· Subject Line:  Process EMMA Auto Provisioning Sheet – (Your Major Command) 
· Level 3's name:  ______________
· A/OPC's organization/site name:   ____________
· Agent Number: _________
· DODAAC:  DoDAAC for the organization that issued your letter of delegation or NA if unsure of DoDAAC
· Include any questions regarding the spreadsheet 
· Include "this ticket should be elevated to the Level 2 Agents."  
· Attach Preliminary Users Worksheet 
· The submitter will be contacted by phone or email within 3 business days with information regarding the review of their spreadsheet

· If NOT using Automated Provisioning: Completed the provisioning process in EMMA.
· Monitor the redemption of EMMA tokens for all users provisioned into roles in EMMA.
· Attend a PCOLS pre-deployment webinar scheduled by your Level 3.
· A/OPCs complete their profile in AIM. 
· DoDAAC, Bank log in name, Client Short name, and TBR Hierarchies are added to the profile. 

Tip:  Prior to using AIM, 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.

[bookmark: _GoBack]If using Automated Provisioning for EMMA:   Automated provisioning for each spreadsheet is a one-time process.  Any future changes or additions, to the hierarchy structure, must be completed manually in EMMA.  It is necessary for the A/OPC to provide a completely filled out PCOLS Preliminary Users Worksheet to the PCOLS Level 2 help desk in order for them to build the EMMA Auto Provisioning spreadsheets for each site.  Procurement or Financial spreadsheets, completed by the PCOLS Level 2 help desk, will be sent to the submitter for a final approval prior to being forwarded to DMDC for processing.  Spreadsheet processing builds the organizational hierarchy (in EMMA) and generates EMMA tokens to users.
 Once a spreadsheet has been processed successfully, it is the responsibility of the A/OPC or A/OPC Supervisor to use the Provisioning Status report or the Provisioning Token Status report to verify all users have accepted the tokens within the 30-day time period. If they did not accept their tokens within the 30-day period, they will no longer appear on the Provisioning Status report.  The A/OPC will then need to log into EMMA and manually provision these users into the appropriate role and organization. If they are listed in the Provisioning Status report as “pending,” they have not accepted their tokens.
The automated spreadsheets were intended to provision the individuals only. It is the responsibility of each site to ensure that users are accepting the tokens for the appropriate role.
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