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[bookmark: _Ref197854416][bookmark: _Toc198090028][bookmark: _Toc450118358]Introduction
[bookmark: _Toc198090029][bookmark: _Toc450118359]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: _Toc450118360]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: _Toc450118361]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: _Toc450118362]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: _Toc450118363]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: _Toc450118364]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: _Toc450118365]AA Responsibilities within AIM
The Appointing Authority (AA) has no responsibility within the Managing or Cardholder Account processes. 
AAs are responsible for creating appointment records for Certifying Officers (COs).
The Training Dates tab is available only for the A/OPC and AA. It allows them view the dates that training is due for Certifying Officers assigned to accounts as well as update the training dates once refresher training has been completed.
[bookmark: _Toc198090042][bookmark: _Toc450118366]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.
Appointments – Only seen by A/OPCs, A/BOs, and AAs. From this tab, A/OPCs and AAs can view appointments for all existing records. AAs can also initiate new appointments. A/BOs are limited to viewing their appointments.
Training Dates – Only seen by A/OPCs, A/BOs, and AAs. From this tab, A/OPCs can update the training dates for all A/BOs and Cardholders associated with their accounts. AAs can update the CO annual training for all A/BOs associated with their accounts. A/BOs can view their training history, but 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: _Toc450118367]Logon Functions
[bookmark: _Toc198090045][bookmark: _Ref274665408][bookmark: _Toc450118368]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: _Toc450118369]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: _Toc450118370]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: _Toc450118371]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 tab. In the Table Display Preference section, use the drop-down list to set a default for future AIM sessions.
[image: ]
[bookmark: _Toc420584098][bookmark: _Toc339444534][bookmark: _Ref269215343][bookmark: _Ref269215318][bookmark: _Toc450118372]Appointments Functions
[bookmark: _Toc420584099][bookmark: _Toc450118373]Creating a New Appointment
	Who can Initiate
	AA

	Who reviews/approves
	A/BO accepts appointment


[bookmark: _Toc420584102]Only AAs can perform the first step in the Create Appointment workflow. 
To create a new appointment:
Click the Appointments tab. 
Click Create New Appointment.
[image: ]
Click Select next to the name of the A/BO for whom you want to create a Certifying Officer appointment.
[image: ]
To add or update CO training dates, in the “Acknowledgement of Certifying Officer Training” section:
[image: ]
Enter a new Training Completion Date (or click [image: ] to select a date in the pop-up calendar).
Enter a Training Description.
Section I – Appointee
[image: ]
Enter the Title of the A/BO whom you are nominating as a CO.
Enter the DoD Component/Organization of the A/BO whom you are nominating as a CO.
Section II – Appointing Authority
[image: ]
Enter your Title.
Enter your DoD Component/Organization. 
Click the checkbox certifying that you are an authorized Appointing Authority and agree to electronically sign this Appointment Record.
Click Submit.
[bookmark: _Toc450118374]Viewing Appointments
The Appointments tab allows A/OPCs and AAs to view appointment information for active and inactive A/BOs within their organizations
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: _Toc420584103][bookmark: _Toc450118375]Terminating Appointments
From the Appointments tab, AAs can terminate Active appointments without termination dates.
To terminate an Active appointment:
1. Click the Appointments tab. 
[image: ]
2. Click Select next to the name of the A/BO whose appointment you want to terminate.
3. Click Terminate Appointment.
[image: ]
4. Enter your Title.
[image: ]
5. Click the checkbox certifying that the appointment of the selected individual should be revoked.
6. Click the checkbox certifying that you are an authorized Appointing Authority and agree to electronically sign this Appointment Record Termination.
7. Click Terminate Appointment.
[bookmark: _Toc450118376]Terminating an Appointment in Workflow
AAs have the authority to terminate an appointment in workflow currently assigned to an A/BO. To terminate an appointment in workflow:
1. Click the Appointments tab.
[image: ]
2. Click Select next to the workflow that you want to terminate. The “Appointment Record” page is displayed.
3. At the bottom of the page, click Terminate Workflow.
4. Confirm that you want to terminate the workflow and click OK.
[bookmark: _Toc450118377]Resending a Task Email
AAs have the authority to resend task emails during the appointment process. To resend a task email:
1. Click the Appointments tab.
[image: ]
2. Click Select next to the name of the A/BO to whom the task email needs to be resent. The “Appointment Record” page is displayed.
3. At the bottom of the page, click Send Task Reminder Email.
[bookmark: _Toc450118378]Training Dates Functions
[bookmark: _Toc198090084]The Training Dates tab is available only to the A/OPC and AA. This tab allows AAs to update Certifying Officer annual training dates for A/BOs. 
1. Click the Training Dates tab. 
Note:	The Training Due Date field displays the A/BO or Cardholder’s current training date plus one year (for annual Certifying Officer training) or two years (for GPC required training). These are the dates that the Department of Defense (DoD) requires refresher training. 
[image: ]
2. Click Select next to the name of the A/BO whose training date you would like to update.
3. To add training information, in the “Add Training Date” section:
[image: ]
a. Enter the Training Completion Date (or click [image: ] to select a date in the pop-up calendar).
b. Enter a Training Description.
c. Click Save.
Note:	Only training that meets the Certifying Officer annual training requirement can be added. All other training must be added by the A/OPC.
4. The “Training History” box displays documented training history. 
GPC Required Initial and Refresher Training – This read-only table is populated with manually added training that was indicated as required in the “Add Training” section and training that has been received from DAU. 
Certifying Officer Required Initial and Refresher Training – This table is populated with manually added training that was indicated as required in the “Add Training” section and training that has been received from DAU. Training received from DAU cannot be modified. You have the option to update or delete manual training. 
Additional Training – This read-only table is populated with manually added training that was indicated as not required in the “Add Training” section. 
[image: ]
a. To update a training entry, click Update.
i. Enter a new training Completion Date (or click [image: ] to select a date in the pop-up calendar).
ii. Enter a new Training Description. 
iii. Click Save.
b. To delete a training entry, click Delete. A pop-up warning message opens asking you to confirm that you want to delete the current training. Click OK.


[bookmark: _Toc450118379]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
	Approving 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

	EMMA
	Enterprise Monitoring and Management of Accounts

	PCOLS
	Purchase Card Online System

	PIN
	Personal Identification Number

	RSS
	RAPIDS Self-Service
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