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[bookmark: _Ref197854416][bookmark: _Toc198090028][bookmark: _Toc450129891]Introduction
[bookmark: _Toc198090029][bookmark: _Toc450129892]Purpose
The purpose of the Authorization, Issuance, and Maintenance (AIM) Application User Manual is to explain the AIM functionality and key business rules behind Managing Account and Cardholder Account maintenance. This manual focuses on the tasks and responsibilities of Approving/Billing Officials (A/BOs). For a full list of instructions for all roles in a workflow, use the complete AIM Application User Manual, which can be found at the following URL: https://acc.dau.mil/CommunityBrowser.aspx?id=394485&lang=en-US 
[bookmark: _Toc198090030][bookmark: _Toc450129893]Overview of the AIM System
[bookmark: OLE_LINK2]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.
[bookmark: _Toc198090031][bookmark: _Toc450129894]System Requirements
The following components are required on your workstation in order to use AIM:
· PC/SC Smart Card Reader and Driver 
· Appropriate middleware in conformance to NIST InterAgency Report (NISTR) 6887
· Internet Browser (Microsoft Internet Explorer 7 or higher)
[bookmark: _Toc198090032][bookmark: _Toc450129895]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.
[bookmark: _Toc450129896]Emails
Throughout the workflow processes PCOLS will send two types of emails: PCOLS Task and PCOLS Notification. PCOLS Task emails indicate that you have an action to perform and you must log in to the application to complete it. PCOLS Notification emails indicate that that an action was performed on an account that you are associated with, but you are not required to perform any action.
PCOLS uses the email address associated with your Common Access Card (CAC) when sending all emails. If you need to update or change this email address, see the instructions in section 6.0, Profile Functions – Completing Your Profile.
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.	
[bookmark: _Toc197940384][bookmark: _Toc198090033][bookmark: _Toc450129897]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 6.0, Profile Functions – Completing Your Profile for additional information). This ID is assigned according to your Organization in EMMA and cannot be changed.
[bookmark: _Toc450129898]A/BO Responsibilities within AIM
Within the Managing Account process, the A/BO has the option to initiate a request for a Managing Account, including providing the office name and justification, assigning an RM, and setting the Purchase Limits. If an A/OPC initiated the request, the A/BO is responsible for approving the request.
Within the Cardholder Account process, the A/BO has the option to initiate a request for a Cardholder Account. If an A/OPC initiates the request, the A/BO is responsible for approving the request before the Cardholder can accept the nomination.
The Training History tab is available only for A/BOs. It allows them to view past training dates as well as the date that training is due. A/BOs must contact their A/OPC to add or update any training.
[bookmark: _Toc198090042][bookmark: _Toc450129899]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. 
Appointments – Allows you to view your appointments.
Training History – Allows you to view your training history, but you cannot add or update any training.
Profile − Allows you to view and update your profile.
[image: ]
The following links are contained at the top of each page.
Message Board – This link takes you to the PCOLS Message Board, which provides information on system status, scheduled outages, and application resources.
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.
[bookmark: _Toc198090043][bookmark: _Toc450129900]Logon Functions
[bookmark: _Toc198090045][bookmark: _Ref274665408][bookmark: _Toc450129901]Logging In
To log into AIM:
Insert your CAC into the card reader.
Open Internet Explorer and enter the following Web address: https://pki.dmdc.osd.mil/appj/pcols-web/
Select your Identity Certificate (this certificate is NOT listed as an Email Certificate).
Enter the PIN for your CAC and click OK. The “Log On” screen is displayed.
Click CAC Logon.
Click Log on in the “Authorization, Issuance and Maintenance (AIM)” section.
[bookmark: _Toc198090046][bookmark: _Toc450129902]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.
[image: ]
[bookmark: _Toc198090047][bookmark: _Toc450129903]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.
[bookmark: _Toc198090048][bookmark: _Ref347472580][bookmark: _Toc450129904]Profile Functions – Completing Your Profile
[bookmark: _Completing_Your_Profile]Click the Profile tab. 
Verify your User Information. If you need to update your information, click the appropriate Update link. 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.
[image: ]
Warning:	A/BOs and Cardholders are required to have a work address to process accounts. If your profile contains a work phone number, the number must be 10-digits.

Note:	Your User Information is populated from your Defense Enrollment Eligibility Reporting System (DEERS) profile. Use the milConnect application (https://www.dmdc.osd.mil/milconnect/) to make any changes to your work address and work phone number. Use the RAPIDS Self-Service (RSS) application (https://www.dmdc.osd.mil/self_service) to make changes to your email address. Any changes that are made could 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 milConnect or RSS applications. To verify if your information has changed, log out of AIM, log back in, and click the Profile tab.

Warning:	Ensure that your work address is listed and does not contain any personal information as this address is displayed throughout the application.
[bookmark: _Toc198090052]You have the option to set a default number of rows that will display on the Task Inbox, Managing Accounts, Cardholder Accounts, and Accounts in Progress tabs. In the Table Display Preference section, use the drop-down list to set a default for future AIM sessions.
[image: ]
[bookmark: _Toc450129905]Creating a Managing Account
The following image depicts the full workflow required for Managing Account issuance. Detailed instructions are provided regarding your role in this process.
[image: Description: Description: 7-1 Image 01]
[bookmark: _A/BO_Supervisor][bookmark: _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), a description of what you are required to do, and the most recent comment entered during workflow.
Tip:	Clicking More in the “Comments” column will open a new window displaying all of the comments entered for this request.
Click Select next to the task with the description “Please set up a new request for a new managing account.”
[image: ]
[bookmark: Sec_7_3_Return]The “Create Managing Account” page is displayed. Enter the following required information:
Note:	If the A/OPC initiated the request for this Managing Account, the following fields may already be populated. You have the option to change any data that has been entered prior to accepting the nomination.
[bookmark: OLE_LINK3][bookmark: OLE_LINK12]Managing Account Information − Enter or update 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.
[image: Description: Description: 7-3 Image 02]
Resource Manager Nomination − Enter or update the email address of the RM assigned to this account.
[image: Description: Description: 7-3 Image 03]
Note:	The RM that you assign to the Managing Account will also be assigned to all Cardholder Accounts created beneath it.
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.
UIC/OPTI
UIC – Enter or update the Unit Identifier Code (UIC) for this Managing Account. The UIC consists of one upper-case letter followed by five numerals.
OPTI – Select the Obligation Processing Type Indicator (OPTI) for this Managing Account from the drop-down list. 
[image: Description: Description: 7-3 Image 05]
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: Description: Description: 7-3 Image 05]
Organization Name
[image: Description: Description: 7-3 Image 06]
The following special characters will be accepted in an Organization Name, in addition to the numbers 0-9 and the upper and lowercase letters A-Z.
	_
	(space)
	.
	&
	/


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. These fields will be pre-populated with your most recent GPC-required Initial or Refresher training date, received from DAU. You have the option to update the training completion date as well as the description. Training description is a required field if a training date is entered.
[image: ]
Note:	The training date will be pre-populated for any subsequent accounts with which you are associated. In the future, you will receive an email 60 and 30 days prior to the date that your refresher training is due. Once the training has been completed and you have submitted the training certificate to your A/OPC, they will update the completion date in AIM. On the training expiration date, you will receive an email that your training is expired and past due.
Comments – You have the option to enter any comments that you would like visible to users associated with this account while it is in workflow. Once the account has been activated, comments will no longer be displayed.
[image: Description: Description: 7-2 Image 04]
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.
[bookmark: _Resource_Manager][bookmark: _Toc198090058][bookmark: _Toc450129906]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.
Once you have completed the outlined steps to perform maintenance, a task email will be sent to the next role in the workflow. You will receive an email notification when the change has been completed.
[bookmark: _Toc198090059][bookmark: _Ref219087474][bookmark: _Toc450129907]Types of Maintenance and Roles that Can Perform Them
You can initiate the following types of maintenance on Managing Accounts:
· Update Account Status (Reactivate) (not applicable for Navy customers)
· Update Purchase Limits (Increase and Decrease) 
· Update Office Name and Justification
· Update A/BO Demographics
· Update Unit Identifier Code (UIC) and/or Obligation Processing Type Indicator (OPTI) (Navy customers only)
· Update Organization Name (not applicable for Navy customers)
· Update Resource Manager
Only certain roles can perform the various types of maintenance. All updates made on a Managing Account must be approved by the A/OPC.
[bookmark: _Toc198090060][bookmark: _Toc450129908]Reactivating a Managing Account (not applicable for Navy customers)
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process. 
	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
To reactivate a Managing Account:
Click the Managing Accounts tab.
Click Select next to the Managing Account that you want to update.
[image: ]
Click Perform Maintenance.
Select Update Account Status (Reactivate/Cancel) from the drop-down list and click Continue.
[image: Description: Description: 8-4-2 Image 02]
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.
[image: ]
Click Reactivate Account.
The “Reactivation Warning” page is displayed. This page 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.
[image: ]
[bookmark: _Toc450129909]Updating an A/BO
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process.
	Who can Initiate
	A/BO Supervisor
	A/OPC

	Who reviews/approves
	Primary A/BO accepts
	Primary A/BO accepts

	
	
	A/BO Supervisor approves

	
	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 the initiator only changes an Alternate A/BO, the task is sent directly to the next approver  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 request is rejected, a task is sent back to the initiator for re-nomination
Once you have been nominated by the A/BO Supervisor or A/OPC, 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, the account number, a description of what you are required to do, and the most recent comment entered during workflow.
Tip:	Clicking More in the “Comments” column will open a new window displaying all of the comments entered for this request.
1. Click Select next to the task with the description “Accept or reject nomination of Primary Approving/Billing Official for this account.”
[image: ]
2. Verify your User Information. If you need to update your information, click the appropriate Update link. 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. Use the milConnect application (https://www.dmdc.osd.mil/milconnect/) to make any changes to your work address and work phone number. Use the RAPIDS Self-Service (RSS) application (https://www.dmdc.osd.mil/self_service) to make changes to your email address. Any changes that are made could 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 milConnect or RSS applications. To verify if your information has changed, log out of AIM, log back in, and click the Profile tab. 

Warning:	Ensure that your work address is listed and does not contain any personal information as this address is displayed throughout the application.
3. Click the Acknowledgement of Required Training check box. These fields will be pre-populated with your most recent GPC-required Initial or Refresher training date, received from DAU. You have the option to update the training completion date as well as the description. Training description is a required field if a training date is entered.
[image: ]
Note:	The training date will be pre-populated for any subsequent accounts with which you are associated. In the future, you will receive an email 60 and 30 days prior to the date that your refresher training is due. Once the training has been completed and you have submitted the training certificate to your A/OPC, they will update the completion date in AIM. On the training expiration date, you will receive an email that your training is expired and past due.
4. Comments – You have the option to enter any comments that you would like visible to users associated with this account while it is in workflow. Once the account updates have been approved, comments will no longer be displayed.
[image: Description: Description: 7-2 Image 04]
5. Click Accept.
Note:	If you reject the nomination, click the Reason Code drop-list box to select a reason for the rejection. Click Reject.
[bookmark: _Toc294081316][bookmark: _Toc357754679][bookmark: _Ref219088642][bookmark: _Toc450129910]Updating A/BO Demographics
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process.
	Who can Initiate
	A/BO (Primary or Alternate)
	A/OPC

	 Who reviews/approves
	A/OPC approves
	

	
	Send to Bank
	Send to Bank



· Modifiable Fields:
· Primary Approving/Billing Official
· All roles will receive notification of the change 
To initiate the update of A/BO demographics:
1. Click the Managing Accounts tab.
2. Click Select next to the Managing Account that you want to update.
[image: ]
3. Click Perform Maintenance.
4. Select Update A/BO Demographics from the drop-down list and click Continue.
[image: ]
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.
[image: ]
6. Click the check box indicating that the A/BO’s demographics have changed.
7. Click Submit.
[bookmark: _Toc450129911]Updating Purchase Limits (Increase)
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process.
	Who can Initiate
	A/BO Supervisor
	A/BO (Primary or Alternate)
	A/OPC

	Who reviews/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
To initiate an increase of a Purchase Limit:
Click the Managing Accounts tab.
Click Select next to the Managing Account that you want to update.
[image: ]
Click Perform Maintenance.
Select Update Purchase Limits from the drop-down list and click Continue.
[image: Description: Description: 8-6-2 Image 02]
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.
Enter the new Purchase Limits that you would like to request. 
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, the account number, a description of what you are required to do, and the most recent comment entered during workflow.
Tip:	Clicking More in the “Comments” column will open a new window displaying all of the comments entered for this request.
Click Select next to the task with the description “Approve or reject the increase in limits.”
[image: ]
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 account when an increase has been requested.
Comments – You have the option to enter any comments that you would like visible to users associated with this account while it is in workflow. Once the account updates have been approved, comments will no longer be displayed.
[image: Description: Description: 7-2 Image 04]
Click Approve Update.
Note:	If you choose to reject the request, the request will be sent back to the initiator.
[bookmark: _Toc450129912]Updating Purchase Limits (Decrease)
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process.
	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 8.8, Updating Purchase Limits (Increase) for workflow information)
To initiate a decrease of a Purchase Limit:
Click the Managing Accounts tab.
Click Select next to the Managing Account that you want to update.
[image: ]
Click Perform Maintenance.
Select Update Purchase Limits from the drop-down list and click Continue.
[image: Description: Description: 8-6-2 Image 02]
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.
Enter the new Purchase Limits that you would like to request. 
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.
[bookmark: _Toc198090065][bookmark: _Toc198090063][bookmark: _Toc450129913]Updating an Office Name and/or Justification
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process.
	Who can Initiate
	A/BO (Primary or Alternate)
	A/OPC

	 Who reviews/approves
	A/OPC approves
	No workflow



· Modifiable Fields:
· Office Name
· Justification
· All roles will receive notification of the change 
· This does NOT get sent to the bank
To initiate the update of an Office Name and/or Justification:
Click the Managing Accounts tab.
Click Select next to the Managing Account that you want to update.
[image: ]
Click Perform Maintenance.
Select Update Office Name and Justification from the drop-down list and click Continue.
[image: ]
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.
[image: ]
Enter the new Office Name, if applicable. The fields are pre-populated with the Office Name and Justification currently assigned to the account.
Enter the new Justification, if applicable.
Click Submit.
[bookmark: _Toc450129914]Updating a Unit Identifier Code (UIC) and/or Obligation Processing Type Indicator (OPTI) (Navy customers only)
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process.
	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
To initiate the update of a UIC and/or OPTI:
Click the Managing Accounts tab.
Click Select next to the Managing Account that you want to update.
[image: ]
Click Perform Maintenance.
Select Update UIC and/or OPTI from the drop-down list and click Continue.
[image: Description: Description: 8-11-2 Image 02]
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.
[image: ]
Enter the new UIC. 
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 modify only one of the fields.
Click Submit.
[bookmark: _Toc450129915]Updating an Organization Name (not applicable for Navy customers)
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process.
	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
To initiate the update of an Organization Name:
Click the Managing Accounts tab.
Click Select next to the Managing Account that you want to update.
[image: ]
Click Perform Maintenance.
Select Update Organization Name from the drop-down list and click Continue.
[image: Description: Description: 8-8-2 Image 02]
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.
[image: ]
Enter the new Organization Name. 
Click Submit.
[bookmark: _Toc198090066][bookmark: _Toc450129916]Updating a Resource Manager
The following table depicts the full workflow required for the selected Managing Account maintenance. Detailed instructions are provided regarding your role in this process.
	Who can Initiate
	A/BO (Primary or Alternate)
	Resource Manager
	A/OPC

	Who reviews/approves
	RM accepts nomination
	RM accepts nomination
	RM accepts nomination

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



· Modifiable Fields:
· Resource Manager
To initiate a request to update a Resource Manager:
Click the Managing Accounts tab.
Click Select next to the Managing Account that you want to update.
[image: ]
Click Perform Maintenance.
Select Update Resource Manager from the drop-down list and click Continue.
[image: Description: Description: 8-6-2 Image 02]
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.
[image: ]
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.
Click Submit.
[bookmark: _Toc450129917]Viewing a Managing Account
To view a Managing Account with an Active, Pending, or Cancelled status in PCOLS:
Click the Managing Accounts tab.
Click Select next to the Managing Account that you want to view. 
Upon clicking Select, details of the account are displayed. In addition, bank details are provided for all accounts that are in AIM, including the bank status code, a description of the bank status code, and the corresponding AIM status.
Note:	The bottom of the page lists all Cardholder Accounts associated with the selected Managing Account. 
[bookmark: _Toc198090068][bookmark: _Toc450129918]Requesting a Cardholder Account
The following image depicts the full workflow required for Cardholder Account issuance. Detailed instructions are provided regarding your role in this process.
[image: ]
[bookmark: _A/BO_]The A/BO or the A/OPC can perform the first step in the Cardholder Account workflow. 
1. To request a Cardholder Account:
a. Click the Cardholder Accounts tab.
b. Click Request new Cardholder Account. 
[image: ]
c. Click Select next to the name of the Managing Account to which you want to issue a Cardholder Account. Continue to Step 3.
[image: ]
Note:	To perform a search for a specific Managing Account, see section 14.1.1, Performing a Managing Account Search.
2. [bookmark: Sec_10_2_Return]If an A/OPC initiates the account request, 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, a description of what you are required to do, and the most recent comment entered during workflow.
Tip:	Clicking More in the “Comments” column will open a new window displaying all of the comments entered for this request.
Click Select next to the task with the description “Please verify and approve the following Cardholder Account request.”
[image: ]
The “Cardholder Account Request” page is displayed. 
Note:	If the A/OPC initiated the request for the Cardholder Account, the following fields may already be populated. You have the option to change any data that has been entered prior to accepting the nomination.
3. Enter or update the Office Name and Justification for the Cardholder Account.
[image: Description: Description: 10-2 Image 03]
Note:	The Office Name must be alphanumeric characters and cannot include any special characters (i.e., !, @, #).
4. [bookmark: _GoBack]Cardholders Supervisor − Select the Cardholders Supervisor that should be assigned to this account. 
[image: ]
5. Cardholder Nomination – Enter or update the email address of the Cardholder that you wish to nominate.
[image: Description: Description: 10-2 Image 06]
6. Card Embossing Options − You have the option to change the name of the organization that you would like embossed on the card
[image: Description: Description: 8-1-2 Image 05]
Note:	The organization name defaults to the name of the organization entered in your Managing Account.
7. Card/Convenience Check Issuance Options – Check or update either Issue Card or Issue Convenience Check. You cannot issue both.
[image: Description: Description: 10-2 Image 08]
8. Purchase Limits − Enter or update 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 10. 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.
9. UIC OPTI − Verify the Unit Identifier Code (UIC) for this Cardholder 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.
[image: Description: Description: 10-2 Image 09]
10. Merchant Category Codes − Add or update 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. Additional information on MCC Groups along with the associated categories is available at the following website: https://acc.dau.mil/CommunityBrowser.aspx?id=549934.
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. To ensure the MCC Group you entered is valid at the bank, click the link provided at the top of the Merchant Category Codes section in AIM for a list of valid MCC Group codes or see Appendix F: Frequently Asked Questions for more information.
 [image: ]
11. Click the check box certifying that the requested Cardholder Account is necessary to meet mission requirements.
12. Comments – You have the option to enter any comments that you would like visible to users associated with this account while it is in workflow. Once the account has been activated, comments will no longer be displayed.
[image: Description: Description: 7-2 Image 04]
13. Click Submit if you initiated the request or Approve if an A/OPC initiated the request.
Note:	If you would like to finish the task at a later time, click Save as Draft. 
            If you reject the Cardholder Account request, click the Reason Code drop-down list to select a reason for the rejection. If you need to provide additional information, enter it in the Comments text box. Click Reject.
[bookmark: _Cardholder][bookmark: _Toc198090080][bookmark: _Toc450129919]Viewing a Cardholder Account
To view a Cardholder Account with an Active, Pending, or Cancelled status in PCOLS:
Click the Cardholder Accounts tab. 
Click Select next to the Cardholder Account that you want to view. 
Upon clicking Select, details of the account are displayed. In addition, bank details are provided for all accounts that are in AIM, including the bank status code, a description of the bank status code, and the corresponding AIM status.
[bookmark: _Toc198090081][bookmark: _Toc450129920]Accounts in Progress Functions
[bookmark: _Toc198090082][bookmark: _Toc450129921]Viewing an Account in Progress
Accounts in Progress include all requests in workflow for new accounts, maintenance, or Migration. This tab displays pending new data, while the Managing Account and Cardholder Account tabs only display accounts that have been approved. 
To view an Account in Progress:
Click the Accounts in Progress tab. 
The account status of all accounts in workflow will display, listing the request type and the request status. Click Select next to the account that you want to view.
Upon clicking Select, details of the account, including requested changes, are displayed. In addition, bank details are provided for all accounts that are in AIM, including the bank status code, a description of the bank status code, and the corresponding AIM status.
[bookmark: _Ref255463524][bookmark: _Ref255463548][bookmark: _Ref255463555][bookmark: _Toc450129922]Resending a Token
[bookmark: _Resending_a_Resource][bookmark: _Toc450129923]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:
Click the Accounts in Progress tab.
Click Select next to the workflow that needs the RM token resent.
[image: ]
[bookmark: Sec_13_3_1_Return]The “Managing Account Workflow Maintenance” page is displayed. 
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.
[image: Description: Description: 13-3-1 Image 02]
Click Resend Token.
[bookmark: _Resending_a_Cardholder][bookmark: _Toc450129924]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:
Click the Accounts in Progress tab.
Click Select next to the workflow that needs the Cardholder token resent.
[image: ]
[bookmark: Sec_13_3_2_Return]The “Cardholder Account Workflow Maintenance” page is displayed. 
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.
[image: Description: Description: 13-3-2 Image 02]
Click Resend Token.
[bookmark: _Toc450129925]Resending Task Emails
[bookmark: _Resending_a_Managing][bookmark: _Toc450129926]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:
Click the Accounts in Progress tab.
Click Select next to the workflow that needs the task email resent.
[image: ]
[bookmark: Sec_13_4_1_Return]The “Managing Account Workflow Maintenance” page is displayed. 
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.
[image: Description: Description: 13-4-1 Image 02]
Click Send Task Reminder Email.
[bookmark: _Resending_a_Cardholder_][bookmark: _Toc450129927]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:
Click the Accounts in Progress tab.
Click Select next to the workflow that needs the task email resent.
[image: ]
[bookmark: Sec_13_4_2_Return]The “Cardholder Account Workflow Maintenance” page is displayed. 
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.
[image: Description: Description: 13-4-1 Image 02]
Click Send Task Reminder Email.
[bookmark: _Toc420584098][bookmark: _Toc339444534][bookmark: _Ref269215343][bookmark: _Ref269215318][bookmark: _Toc450129928]Appointments Functions
[bookmark: _Toc420584099][bookmark: _Toc450129929]Creating a New Appointment
	Who can Initiate
	AA

	Who reviews/approves
	A/BO accepts appointment


Once you have been nominated as a Certifying Officer, you will receive an email requesting you review and accept the appointment as a Certifying Officer. 
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), a description of what you are required to do, and the most recent comment entered during workflow.
1. Click Select next to the task with the description “Review and accept appointment as Certifying Officer”
[image: ]
2. Click the checkbox that you acknowledge and accept the Certifying Officer position and responsibilities.
3. Click the checkbox certifying that you agree to electronically sign this Appointment nomination.
4. Click Accept.
Note:	If you do not accept the nomination or responsibility, click Reject. An email will be sent to the Approving Authority advising that a new A/BO needs to be nominated.
[bookmark: _Toc420584102][bookmark: _Toc450129930]Viewing Appointments
The Appointments tab allows A/BOs to view only their own appointments.
To view appointment information:
1. Click the Appointments tab.
2. Click Select next to the name of the A/BO whose appointment you want to view.
[image: ]
[bookmark: _Toc450129931]Training History Functions
The Training History tab is available only for A/BOs. It allows them to view past training dates as well as the date that training is due. A/BOs must contact their A/OPC to add or update any training.
To view training information:
· Click the Training History tab.
[image: ]
[bookmark: _Toc450129932]Searching for, Filtering, and Sorting Accounts
[bookmark: _Ref219168561][bookmark: _Ref219168576][bookmark: _Ref219168597][bookmark: _Toc450129933]Searching for Accounts
[bookmark: _Ref282036115][bookmark: _Toc450129934]Performing a Managing Account Search
To search for a specific Managing Account:
Click the Managing Accounts tab.
[image: ]
Click Search for Account.
[image: ]
Enter your search criteria. You must fill in at least one of the following fields:
Office Name 
Account Number 
Justification 
Tip:	To perform a keyword search for Office Name, Account Number, or Justification, enter an asterisk (*), at least three characters of the keyword or four digits of the account number, and another asterisk (*). For example, to perform a keyword search for an office named “Sample Office,” in the Office Name field, enter *Off*.
Click Search. The Managing Accounts that match your search criteria will be displayed in the Request Maintenance box.
[bookmark: _Toc450129935]Performing a Cardholder Account Search
To search for a specific Cardholder Account:
Click the Cardholder Accounts tab.
[image: ]
Click Search for Account.
[image: ]
Enter your search criteria. You must fill in at least one of the following fields:
Office Name 
Account Number 
Justification 
Tip:  To perform a keyword search for Office Name, Account Number, or Justification, enter an asterisk (*), at least three characters of the keyword or four digits of the account number, and another asterisk (*). For example, to perform a keyword search for an office named “Sample Office,” in the Office Name text box, enter *Off*.
Special Designations – You may click up to three special designations for the account.
Click Search. The Cardholder Accounts that match your search criteria will be displayed in the Request Maintenance box.
[bookmark: _Toc450129936]Performing an Accounts in Progress Search
To search for a specific Account in Progress:
Click the Accounts in Progress tab.
[image: ]
Click Search for Account.
[image: ]
Enter your search criteria. You must fill in at least one of the following fields:
Office Name 
Account Number 
Justification 
Tip:  To perform a keyword search for Office Name, Account Number, or Justification, enter an asterisk (*), at least three characters of the keyword or four digits of the account number, and another asterisk (*). For example, to perform a keyword search for an office named “Sample Office,” in the Office Name text box, enter *Off*.
Account Type – Choose an option from the drop-down list.
Status – Choose an option from the drop-down list.
Click Search. The Accounts in Progress that match your search criteria will be displayed in the table below.
[bookmark: _Toc450129937]Filtering Accounts
The Managing Accounts and Cardholder Accounts tabs provide an Account Status filter, which allows you to view specific accounts according to their status in AIM.
To use the Account Status filter:
Click the Managing Accounts or Cardholder Accounts tab.
Above the listing of accounts, select the status of the accounts that you want to view from the Account Status filter drop-down list. Accounts can be filtered by “Default,” “Active,” “All,” “Cancelled,” or “Suspended” statuses.
[bookmark: _Toc347907847][bookmark: _Toc450129938]Sorting Accounts
The Task Inbox, Managing Accounts, Cardholder Accounts, and Accounts in Progress tabs allow you to sort available information according to the table headings. The default sort column will have a blue triangle beside it. To change the ascending/descending orientation of the sort, click the column name a second time. To sort information, click the name of the heading by which you want the information sorted. 


To return to the original sort, click Default Sort above the table headings. The Default Sort button will not display unless the information has been sorted.
[bookmark: _Toc198090084][bookmark: _Toc450129939]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

	AA
	Appointing Authority

	AIM
	Authorization, Issuance, and Maintenance

	CAC
	Common Access Card

	CO
	Certifying Officer

	DAU
	Defense Acquisition University

	DEERS
	Defense Enrollment Eligibility Reporting System

	DoD
	Department of Defense

	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

	RSS
	RAPIDS Self-Service

	UIC
	Unit Identifier Code
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