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[bookmark: _Ref197854416][bookmark: _Toc198090028][bookmark: _Toc450080381]Introduction
[bookmark: _Toc198090029][bookmark: _Toc450080382]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.
[bookmark: _Toc198090030][bookmark: _Toc450080383]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.
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 and/or Agent number. Prior to 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.
[bookmark: _Toc198090032][bookmark: _Toc450080384]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: _Toc450080385]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. 
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.
[bookmark: _Toc197940384][bookmark: _Toc198090033][bookmark: _Toc245522150][bookmark: _Toc450080386]Support Contact Information
The Purchase Card Online System (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 6.1, Completing Your Profile – A/OPC and 6.2, Completing Your Profile – Other Users of the AIM User Manual for additional information). This ID is assigned according to your Organization in EMMA and cannot be changed.
For additional instructions, download the AIM User Manual from the following website: https://acc.dau.mil/CommunityBrowser.aspx?id=678177&lang=en-US.
[bookmark: _Toc198090043][bookmark: _Toc304447691][bookmark: _Toc450080387]Logon Functions
[bookmark: _Ref197854406][bookmark: _Toc198090044][bookmark: _Toc304447692][bookmark: _Toc450080388]Redeeming Your Token and Logging In
To redeem your token and log into AIM:
Option 1 − Via Email Link
In the email, there is the following text:
“Login to the PCOLS Authorization, Issuance and Maintenance system via the following link to complete the nomination: https://pki.dmdc.osd.mil/appj/pcols-web/TokenHandlerAction.do?newSession=true&redeemToken=123456789”
Insert your Common Access Card (CAC) into the card reader.
Click the provided link. This opens a new browser window.
Select your Identity Certificate (this certificate is NOT listed as an Email Certificate).
Enter the PIN for your CAC and click OK. 
Note:	RMs will be taken directly to the “Role Acceptance” page.
Option 2 − Via Token on Screen
Insert your CAC into the card reader.
Open Internet Explorer and enter the following Web address: https://pki.dmdc.osd.mil/appj/pcols-web/.
In the “Redeem Token” section, enter your token in the provided text box.
Click Redeem Token. You must have the appropriate credentials to log on to AIM.
Note:	For additional instructions logging on to AIM, refer to the Logon Help in the application.

Note:	RMs will be taken directly to the “Role Acceptance” page.
[bookmark: _Toc198090045][bookmark: _Ref274665408][bookmark: _Toc304447693][bookmark: _Toc450080389]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/.
Click Sign In in the “PCOLS Sign In” section on the left side of the page. You must have the appropriate credentials to log on to AIM.
Note:	For additional instructions logging on to AIM, refer to the Logon Help in the application.
On the “Application Selection” page, click Log on in the “Authorization, Issuance and Maintenance (AIM)” section.
[bookmark: _Toc198090046][bookmark: _Toc304447694][bookmark: _Toc450080390]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: _Toc198090048][bookmark: _Toc304447696][bookmark: _Ref254944861][bookmark: _Ref254944873][bookmark: _Ref254944884][bookmark: _Toc450080391]Profile Functions
[bookmark: _Completing_Your_Profile][bookmark: _Toc198090049][bookmark: _Ref214341080][bookmark: _Ref214341103][bookmark: _Toc304447697][bookmark: _Ref318191019][bookmark: _Toc450080392]Completing Your Profile − A/OPC
[bookmark: Sec_6_1_return]The first time that you log into AIM, you will be required to complete your profile. Until this task has been completed, your A/BO Supervisor is unable to initiate a request for a Managing Account. When you select your role as an A/OPC, AIM will automatically direct you to your profile page. 
To complete your profile:
Enter the DoDAAC for the organization that issued your letter of delegation (i.e., provided you with procurement authority). You are only required to enter one DoDAAC, but can provide up to five, if necessary. If you are updating your profile, click Save DoDAAC Changes.
[image: ]
Note:	If you need assistance finding your DoDAAC, visit the following Web sites: 
https://dodaac.wpafb.af.mil/dodaacsearch.cfm or https://www.daas.dla.mil/daasinq/default.asp.
Enter your bank information. If you are updating your profile, click Save DoDAAC Changes. The following information is required:
Bank − Select the appropriate bank from the drop-down list.
Bank Log-in Name
Client Short Name
[image: ]
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 assistance adding this FEG, you must contact your US Bank representative.
Agent Number and TBR Reporting Hierarchy − Allows you to enter all agent numbers and their associated TBR Reporting Hierarchy values as assigned to you in the bank system. You must have at least one entry in the Agent Number and TBR Reporting Hierarchy section. To do so, click Add Agent/Hierarchy.
Note:	Follow instructions according to the agency or service for which you are performing this action.
Army, Air Force, and Defense Agency customers − Enter your Agent Number and the appropriate values (Levels 1-4) for the TBR Hierarchy. These values are assigned by your bank system.
[image: ]
Navy customers – Enter the appropriate values (Levels 1-5) for the TBR Hierarchy. These values are assigned by your banking system.
[image: ]
Click Add.
Note:	If you entered incorrect TBR Hierarchy values on the “User Profile” page, click Update or Delete to change or remove the information. Clicking Update will direct you to the “Update Agent Hierarchy” page, similar to those shown in steps 3a and 3b. Clicking Delete will cause a pop-up warning message asking you to confirm that you want to delete the current hierarchy. Click OK.
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.
[image: ]
[bookmark: OLE_LINK5][bookmark: OLE_LINK6]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.
You have the option to set a default number of rows that will display on the Task Inbox, Managing Accounts, Cardholder Accounts, Accounts in Progress, Account Migration, and Training Dates tabs. In the Table Display Preference section, use the drop-down list to set a default for future AIM sessions.
[image: ]
Click Save Changes.
[bookmark: _Completing_Your_Profile_][bookmark: _Toc198090050][bookmark: _Ref214341125][bookmark: _Ref214341144][bookmark: _Ref214341163][bookmark: _Ref282075165][bookmark: _Toc304447698][bookmark: _Toc450080393]Completing Your Profile − Resource Manager
[bookmark: Sec_6_2_return][bookmark: OLE_LINK4]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: ]
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.
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: _Toc304447699][bookmark: _Toc450080394]Storing Financial Information
The Profile tab also provides RMs with the ability to store certain financial information for use during Managing and Cardholder Account issuance and maintenance. 
Note:	Financial information can also be stored during the Managing and Cardholder Account issuance and maintenance processes.
To store an Accounting Validation Code (AVC), in the “Accounting Validation Code” section: 
Enter the appropriate AVC.
Click Add. The AVC will be displayed in the “Stored AVC” box below.
[image: Description: Description: 6-2 Image 01]
Lines of Accounting must be established in the bank system prior to submission through PCOLS. To store a Default Accounting Code (DAC), in the “Default Accounting Code” section:
Enter the appropriate DAC.
Click Add. The DAC will be displayed in the “Stored DAC” box below.
[image: ]
[bookmark: _Toc304447700][bookmark: _Toc450080395]Editing or Deleting Stored Financial Information
To edit or delete a stored AVC, in the “Accounting Validation Code” section:
In the “Stored AVC” box, select the appropriate AVC. The selected AVC will be displayed in the text box below.
Edit
Make the required changes in the text box.
Click Save. Editing an AVC will not affect any accounts that have been associated with the selected AVC.
Delete 
Click Delete. Deleting an AVC will not affect any accounts that have been associated with the selected AVC.
Confirm that you want to delete the AVC. Click OK.
[image: Description: Description: 6-2 Image 03]
To edit or delete a stored DAC, in the “Default Accounting Code” section:
In the “Stored DAC” box, select the appropriate DAC. The selected DAC will be displayed in the text box below.
Edit
Make the required changes in the text box.
Click Save. Editing a DAC will not affect any accounts that have been associated with the selected DAC.
Delete 
Click Delete. Deleting a DAC will not affect any accounts that have been associated with the selected DAC.
Confirm that you want to delete the DAC. Click OK.
[image: ]
[bookmark: _Ref318191345][bookmark: _Ref318191402][bookmark: _Ref318191419][bookmark: _Ref318191454][bookmark: _Toc450080396]Managing Account Migration
[bookmark: _Ref318191324][bookmark: _Toc450080397]Initiating Account Migration
The A/OPC is responsible for initiating Account Migration. Once you select the applicable Agent Number(s)/TBR Hierarchy(ies), any accounts received from the bank with the selected Agent Number(s)/TBR Hierarchy(ies) that have not already been set up in AIM will be added to AIM to begin the Account Migration process.
To initiate the Account Migration process:
Click the Account Migration tab.
Select the Agent Number(s) and/or TBR Hierarchy(ies) that are ready to begin the Account Migration process.  
Army, Air Force, and Defense Agency customers − Select the appropriate Agent Number(s). 
[image: ]
Navy customers – Select the appropriate value(s) (Levels 1-5) for the TBR Hierarchy. 
[image: ]
Note:	Follow instructions according to the agency or service for which you are performing this action.
Click Initiate Account Migration.
Note:	Selecting the Agent Number(s) and/or TBR Hierarchy(ies) will initiate the workflow on all Managing Accounts assigned to the Agent Number(s) and/or TBR Hierarcy(ies) selected. It could take up to five business days for the accounts to be received from the bank. Upon receipt of the accounts, a task will be sent to the A/OPC to complete the Managing Account migration for each account. Once the workflow has been initiated, it cannot be cancelled.
The bottom of the page 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: 2-1 Image 03]
[bookmark: _Toc450080398]Managing Account Migration Workflow
The Managing Account Migration workflow must be completed by the A/OPC. Once the workflow is initiated, the Resource Manager (RM) must accept their token and the A/OPC associated with the account must approve the migration. The image below depicts the Managing Account Migration workflow process.
[image: 2-1 Image 01]
[bookmark: _Toc450080399]A/OPC
[bookmark: _Initiate_Managing_Account][bookmark: _Completing_Managing_Account][bookmark: _Toc450080400]Completing Managing Account Migration 
A task email will be sent to all A/OPCs that are associated with the selected Agent Number(s) and/or TBR Hierarchy(ies) for each Managing Account. 
Note:	It could take up to five business days for the accounts to be received from the bank. Upon receipt of the accounts, a task will be sent to the A/OPC to complete the Managing Account migration for each account. Once the workflow has been initiated, it cannot be cancelled.
To view the task and complete the Managing Account Migration request, ensure that the role that you select on the “Role Selection” page has the corresponding Agent Number and/or TBR Hierarchy 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, Completing Your Profile – A/OPC, 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.
Click Select next to the task with the description “Complete setup and role nomination for this Managing Account migration.” The “Complete Managing Account Migration” page is displayed.
[image: ]
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.
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.
[image: 2-2-2 Image 02]
Resource Manager Nomination − Enter the email address of the RM assigned to this account.
[image: 2-4 Image 03]
Note:	The RM that you assign to the Managing Account will also be assigned to all Cardholder Accounts created beneath it. 

Tip:	Prior to approving this task, it is recommended that you confirm that the nominated RM is provisioned in EMMA.
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” page.
[image: ]
Select one Primary A/OPC for assignment to this Managing Account. All A/OPCs within the A/OPC pool will have the ability to view and maintain this account.
Approving/Billing Official Supervisor 
Approving/Billing Official Supervisor Organization – Select the Organization for the A/BO Supervisor. The A/BO Supervisors shown are based on the Organization that you selected. 
[image: ]
Select the A/BO Supervisor that should be assigned to this account. 
Approving/Billing Official(s) − Select one Primary A/BO. Additionally, you may select up to four Alternate A/BOs. 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 in the table, click on the EMMA link, provision them in the system, and then reopen this task.
[image: ]
After selecting the A/BO Supervisor and the A/BO(s), the “Acknowledgement of Required Training” box will become available. 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. These fields will be pre-populated with the A/BO’s 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.
Note:	During the Complete Managing Account Migration step, this is optional; however, the fields will be required in the Managing Account Migration Approval step.

In the future, you will receive a copy of an email to the A/BO 60 and 30 days prior to the date that the A/BO’s refresher training is due. On the training expiration date, you will receive an email that the training is expired and past due. Once the training has been completed and you have received the training certificate, it is your responsibility to update the completion date in AIM. See the “Training Date Functions” section of the AIM Application User Manual for additional information.
[image: ]
After selecting the A/BO Supervisor and the A/BO(s), the “Required Appointments and Review” box will become available. Click the check box verifying that all required appointments have been prepared and processed. Enter a date by which you will complete a review of the Managing Account (or click [image: ] to select a date in the pop-up calendar).
Note:	During the Complete Managing Account Migration step, this is optional; however, the fields will be required in the Managing Account Migration Approval step.

In the future, you will receive an email 60 and 30 days prior to the Annual Managing Account Review due date. On the review expiration date, you will receive an email that the review is past due. Once the review is complete, it is your responsibility to update the review date in AIM. See the “Updating Required Appointments and Review Date” section of the AIM Application User Manual for additional information.
[image: ]
Account Notes – You have the option to enter notes regarding this account. Notes will be available within PCOLS and be viewable by all users associated with the account. These notes will not be sent to the bank.
[image: ]
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: 7-2 Image 04]
Click Approve.
Note:	If you receive an error that the TBR is not included in your hierarchy, you must select a different A/OPC Organization or go to the “Profile” tab and add the appropriate hierarchy to the organization that you selected.
[bookmark: _Approving_Managing_Account][bookmark: _Toc450080401]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, 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 the activation of the bank-initiated Managing Account.” The “Managing Account Migration Approval” page is displayed.
[image: ]
Office Name and Justification – You have the option to change the Office Name and the Justification. 
Agency/Organization Program Coordinator Organization – You have the option to change the A/OPC Organization and Primary A/OPC assigned to this account.
Warning:	If you change the A/OPC Organization, you must follow the below steps to change the assigned A/BO Supervisor and the A/BO(s).
Approving/Billing Official Supervisor 
Select the Organization for the A/BO Supervisor from the drop down box. The A/BO Supervisors shown are based on the Organization that you selected. 
Select the A/BO Supervisor that should be assigned to this account. 
Approving/Billing Official(s) − 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 in the table, click on the EMMA link, provision them in the system, and then reopen this task.
Approving/Billing Official Supervisor – You have the option to change the A/BO Supervisor and A/BO Supervisor Organization. Follow steps 3a through 3b above.
Warning:	If you change the A/BO Supervisor, you must follow the above steps to change the assigned A/BO(s).
Approving/Billing Official(s) – You have the option to change the primary and/or alternate A/BO(s). To change the A/BO(s) assigned to the account, follow step 3b above.
Acknowledgement of Required Training – If you did not enter this information during the Complete Managing Account Migration step, this information is required to proceed. If you entered this information during the Complete Managing Account Migration step, you have the option to change the training date(s) for the assigned A/BO(s). Training description is a required field if a training date is entered.
Note:	In the future, you will receive a copy of an email to the A/BO 60 and 30 days prior to the date that the A/BO’s refresher training is due. On the training expiration date, you will receive an email that the training is expired and past due. Once the training has been completed and you have received the training certificate, it is your responsibility to update the completion date in AIM. See the “Training Date Functions” section of the AIM Application User Manual for additional information.
[image: ]
Required Appointments and Review – If you did not enter this information during the Complete Managing Account Migration step, this information is required to proceed. If you entered this information during the Complete Managing Account Migration step, you have the option to change the date by which you will complete a review of the Managing Account.
Note:	In the future, you will receive an email 60 and 30 days prior to the Annual Managing Account Review due date. On the review expiration date, you will receive an email that the review is past due. Once the review is complete, it is your responsibility to update the review date in AIM. See the “Updating Required Appointments and Review Date” section of the AIM Application User Manual for additional information.
[image: ]
Account Notes – You have the option to enter notes regarding this account. Notes will be available within PCOLS and be viewable by all users associated with the account. These notes will not be sent to the bank.
[image: ]
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: 7-2 Image 04]
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 Nominate New RM will restart this workflow at the initial step and create a task for you to select a new Resource Manager. You can choose this option if the Resource Manager assigned to this account is incorrect and needs to be reassigned.
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Once the A/OPC 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.
[bookmark: Sec_2_3_return]Follow the instructions in section 2.1 to redeem your token and log in. The “Role Acceptance: Resource Manager” page is displayed. 
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.
User Organization Information − Use the drop-down list to select the organization that should be associated with this account.
[image: ]
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: 7-2 Image 04]
Click Accept.
Note:	Clicking Reject indicates that 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/OPC so that issues can be appropriately updated in the request.
[bookmark: _Toc450080403]Cardholder Account Migration
[bookmark: _Toc450080404]Cardholder Account Migration Workflow
A task email is automatically sent to the A/OPC for Cardholder Account Migration completion when the A/OPC performs the final Managing Account Migration approval. Once the migration request is completed, the Cardholder must accept their token and the A/OPC associated with the account must approve the migration. The image below depicts the Cardholder Account Migration workflow process.
[image: 3-1 Image 01]
[bookmark: _A/BO_][bookmark: _Toc450080405]A/OPC
[bookmark: _Toc450080406]Completing Cardholder Account Migration
Once you approve the Managing Account Migration request, you will receive an email requesting you to complete 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.
[bookmark: _Cardholder]Click Select next to the task with the description “Complete setup and role nomination for this Cardholder Account migration.” The “Complete Cardholder Account Migration” page is displayed.
[image: ]
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.
Cardholder Account Information – Enter the Office Name and Justification for the Cardholder Account.
[image: 3-2 Image 02]
Cardholders Supervisor − Select the Cardholders Supervisor.
[image: ]
Cardholder Nomination − Enter the email address of the Cardholder that you wish to nominate.
[image: 3-2 Image 05]
Account Notes – You have the option to enter notes regarding this account. Notes will be available within PCOLS and be viewable by all users associated with the account. These notes will not be sent to the bank.
[image: ]
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: 7-2 Image 04]
Click Submit.
[bookmark: _Toc450080407]Approving Cardholder Account Migration
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, 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 the activation of the bank-initiated Cardholder Account.” The “Cardholder Account Migration Approval” page is displayed.
[image: ]
Office Name and Justification – You have the option to change the Office Name and the Justification. 
Cardholders Supervisor Information – You have the option to change the Cardholders Supervisor. 
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. These fields will be pre-populated with the Cardholder’s 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:	In the future, you will receive a copy of an email to the Cardholder 60 and 30 days prior to the date that the Cardholder’s refresher training is due. On the training expiration date, you will receive an email that the training is expired and past due. Once the training has been completed and you have received the training certificate, it is your responsibility to update the completion date in AIM. 
Required Appointments and Review – Click the check box certifying that all required appointments have been prepared and processed. Enter the date by which you will conduct a review of the Cardholder Account (or click [image: ] to select a date in the pop-up calendar). 
[image: ]
Cardholder Account Special Designations − You have the option of choosing one or more Special Designation to assign to the account, if applicable for this account.
[image: ]
Account Notes – You have the option to enter notes regarding this account. Notes will be available within PCOLS and be viewable by all users associated with the account. These notes will not be sent to the bank.
[image: ]
Click Submit.
Note:	Clicking Submit indicates that you have verified or appropriately updated all of the information. The account status will be changed to Active in AIM. Clicking Nominate New Cardholder will restart this workflow at the initial step and create a task for you to select a new Cardholder. You can choose this option if the Cardholder assigned to this account is incorrect and needs to be reassigned.
[bookmark: _Toc450080408]Cardholder
Once you have been nominated as a Cardholder, you will receive an email with a token string. Follow the instructions in section 2.1 to redeem your token.
[bookmark: Sec_3_3_return]Review the information on the “Role Acceptance: Cardholder” page. 
Verify your User Information. If you need to update your information, click the appropriate Update link. 
[image: ]
Warning:	Cardholders are required to have a work address to process accounts. Phone numbers are not required, but 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. 

Warning:	Even if your updated information is not reflected in the User Information section, you must either accept or reject this Cardholder nomination before closing the page.

Warning:	Ensure that your work address is listed and does not contain any personal information as this address is displayed throughout the application.
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: ]
Click the check box acknowledging responsibility for fulfilling all cardholder duties and responsibilities.
Click Accept. AIM will automatically log you off of the system and display a green text box at the top of the page letting you know that your action was successful.
[bookmark: _Hlk199089964]Note:	If you are not the correct Cardholder for this account, click Reject.
[bookmark: _Cardholders_Supervisor][bookmark: _Toc255337574][bookmark: _Toc255337699][bookmark: _Toc255337783][bookmark: _Toc255337867][bookmark: _Toc255478159][bookmark: _Toc255478239][bookmark: _Toc255337578][bookmark: _Toc255337703][bookmark: _Toc255337787][bookmark: _Toc255337871][bookmark: _Toc255478163][bookmark: _Toc255478243][bookmark: _Toc255337580][bookmark: _Toc255337705][bookmark: _Toc255337789][bookmark: _Toc255337873][bookmark: _Toc255478165][bookmark: _Toc255478245][bookmark: _Toc255337581][bookmark: _Toc255337706][bookmark: _Toc255337790][bookmark: _Toc255337874][bookmark: _Toc255478166][bookmark: _Toc255478246][bookmark: _Toc255337582][bookmark: _Toc255337707][bookmark: _Toc255337791][bookmark: _Toc255337875][bookmark: _Toc255478167][bookmark: _Toc255478247][bookmark: _Toc255337583][bookmark: _Toc255337708][bookmark: _Toc255337792][bookmark: _Toc255337876][bookmark: _Toc255478168][bookmark: _Toc255478248][bookmark: _A/OPC][bookmark: _Toc255337584][bookmark: _Toc255337709][bookmark: _Toc255337793][bookmark: _Toc255337877][bookmark: _Toc255478169][bookmark: _Toc255478249][bookmark: _Toc255337588][bookmark: _Toc255337713][bookmark: _Toc255337797][bookmark: _Toc255337881][bookmark: _Toc255478173][bookmark: _Toc255478253][bookmark: _Toc255337589][bookmark: _Toc255337714][bookmark: _Toc255337798][bookmark: _Toc255337882][bookmark: _Toc255478174][bookmark: _Toc255478254][bookmark: _Toc255337591][bookmark: _Toc255337716][bookmark: _Toc255337800][bookmark: _Toc255337884][bookmark: _Toc255478176][bookmark: _Toc255478256][bookmark: _Toc255337593][bookmark: _Toc255337718][bookmark: _Toc255337802][bookmark: _Toc255337886][bookmark: _Toc255478178][bookmark: _Toc255478258][bookmark: _Toc255337595][bookmark: _Toc255337720][bookmark: _Toc255337804][bookmark: _Toc255337888][bookmark: _Toc255478180][bookmark: _Toc255478260][bookmark: _Toc255337597][bookmark: _Toc255337722][bookmark: _Toc255337806][bookmark: _Toc255337890][bookmark: _Toc255478182][bookmark: _Toc255478262][bookmark: _Toc198090081][bookmark: _Toc236726054][bookmark: _Toc450080409]Accounts in Progress Functions
[bookmark: _Toc198090082][bookmark: _Toc236726055][bookmark: _Toc450080410]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:
1. Click the Accounts in Progress tab. 
2. Click Select next to the Account that you want to view. The Account status will display, listing the request type and the request status.
[bookmark: _Toc236726057][bookmark: _Toc450080411]Resending a Token
[bookmark: _Resending_a_Resource][bookmark: _Toc236726058][bookmark: _Toc450080412]Resending a Resource Manager Token
A/OPCs have the authority to resend a token to the nominated RM during the Managing Account Migration process. To resend a token:
Click the Accounts in Progress tab.
Click Select next to the workflow that needs the RM token resent. The “Managing Account Workflow Maintenance” page is displayed. 
[image: ]
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: 13-3-1 Image 02]
Click Resend Token.
[bookmark: _Resending_a_Cardholder][bookmark: _Toc236726059][bookmark: _Toc450080413]Resending a Cardholder Token
A/OPCs have the authority to resend a token to the nominated Cardholder during the Cardholder Account Migration process. To resend a token:
Click the Accounts in Progress tab.
Click Select next to the workflow that needs the Cardholder token resent. The “Cardholder Account Workflow Maintenance” page is displayed. 
[image: ]
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: 13-3-2 Image 02]
Click Resend Token.
[bookmark: _Resending_a_Cardholder_]
[bookmark: _Toc198090085][bookmark: _Toc225243399][bookmark: _Toc450080414]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

	PCOLS
	Purchase Card Online System

	RM
	Resource Manager

	RSS
	RAPIDS Self-Service



[bookmark: _Toc358115393][bookmark: _Toc450080415]Appendix B:  Application and Document Changes for AIM 4.1 and AIM 4.2
The following tables list the application changes that were implemented for AIM 4.1 and AIM 4.2 as well as the sections of the user manual that were affected by each change. A comprehensive list of all changes can be found in the AIM Release Notice (https://acc.dau.mil/CommunityBrowser.aspx?id=682245&lang=en-US).
	Software Changes

	Change
	User manual section(s) affected

	AIM-1516 Modify selection of Cardholder Supervisor − When creating a new Cardholder Account, the selection of the Cardholders Supervisor has been modified to allow the user to make the selection without leaving the Cardholder Account page.
	AIM: 11.2, 11.6
AIM Acct Mig: 5.2.1, 5.2.2

	AIM-2011 Automatic Termination of Certifying Officer Appointment − AIM currently allows Certifying Officer appointment records to be created in PCOLS. With this release, the system will automatically terminate an appointment when the Certifying Officer is no longer active in DEERS. A notification email will be sent to the Appointing Authority, A/OPC, and Certifying Officer.
	AIM: 18.2
AIM Acct Mig: N/A

	AIM-2011 New Certifying Officer Training Reminder Emails − As part of the Certifying Officer appointment process, PCOLS captures the CO Training completion date. CO Training is required annually. With this release, the system will send a reminder email to the CO 60 and 30 days prior to the annual training being due as well as on the training expiration date. CO Training taken through DAU (CLG 006) will automatically feed into PCOLS and update the training completion date and training due date.
	AIM: 17.1
AIM Acct Mig: N/A

	AIM-2048 Add search to appointments tab − A new search feature will be added for the A/OPC and Appointing Authority on the Appointments tab. This search will allow the user to select a provisioned A/BO and view associated appointments.
	AIM: 19.1.5
AIM Acct Mig: N/A

	AIM-2049 Add Status column to Appointments tab − The system will include the status of the appointment on the Appointments tab. 
	AIM: 16.2, 16.3 (images only in the affected sections)

	AIM-2050 Add Status filter of All to Appointments tab – The system will be updated to add “All” to the Status filter on the Appointments tab, allowing the A/OPC and Appointing Authority to restrict the list of appointments by status. The Status Filter options on the Appointments tab will be “All”, “Active”, “Pending”, and “Terminated”.
	AIM: 19.2
AIM Acct Mig: N/A

	AIM-2070 Display Cardholder email address on Accounts In Progress tab – The system will now display the Cardholder’s email address in the Account Holder Name field on the Accounts In Progress tab when the Cardholder’s name is not available. The Cardholder’s name is not available on a new Cardholder Account request until the Cardholder accepts their assignment by redeeming the token sent in an email. With this change, the Account Holder Name will not be displayed as blank, but will contain the email address where the token email was sent. 
	AIM: 14.3.2 (image only)
AIM Acct Mig: 6.2.2 (image only)

	AIM-2084 Allow AA to terminate workflow and resend appointment task email − The system will be enhanced to allow the Appointing Authority (AA) the ability to terminate an appointment workflow current assigned to an A/BO. In addition, the AA will have an option to resend the task email to the A/BO when the task is awaiting A/BO action. These functions will be available to the AA on the Appointments tab.
	AIM: 16.4, 16.5
AIM Acct Mig: N/A

	AIM-2088 Include Inactive A/BO appointments on AA and AOPC Appointments tab − The Appointments tab will be modified to include appointments for all A/BOs, including those that are no longer active in an A/BO position. This will allow the A/OPC and AA to view appointments for past A/BOs
	AIM: 16.2
AIM Acct Mig: N/A

	AIM-2099 Add Account Notes field to all accounts − At user request, a new field is being added to all accounts in PCOLS. This field will allow the A/OPC to keep notes on the account. The notes field will be a text field that can be added by the A/OPC when the account is created in PCOLS or updated on any maintenance action. Other roles associated with the account will be able to view, but not update, the notes field. Note that an update to the notes field will replace the previous notes; the system will not maintain a history of the notes. At this time, the notes will only be available in PCOLS and will not flow to the bank
	AIM: 7.5, 8.2.3, 8.3.3, 8.4.3, 8.5.4, 8.6.2, 8.7.3, 8.8.3, 8.9.5, 8.10.4, 8.11.3, 8.12.3, 8.13.3, 8.14.2, 8.15.4, 8.16.2, 11.6, 12.3, 
AIM Acct Mig: 4.3.1, 4.3.2, 5.2.1, 5.2.2
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[ oooo4 44444 04444 00444 00044

niiate Account Migration
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The following accounts were received from the bank for the Account Migration process. Click Select next to any account or double-click on a row to view
account infarmation. The Account Holder name displayed for all accounts in 3 Pending status wil be the name provided by the bank. Once the account
has been activated, the name associated with the account in AIM will be displayed.

Displaying 1- 8 of 8

Status flter: | All v

#To Display |10 ¥

|[Account Type || Agent # || Account Holder || Account Number |[ Office Name

[status

m

Managing Account 0001
Managing Account 0001
Cardholder Account 0001
Managing Account 0003
Managing Account 0003
Cardholder Account 0003
Cardholder Account 0003

Cardholder Account 0003

Primary A/BO Name *0401
Primary A/BO Name *0402
Cardholder Name  *0403
Primary A/BO Name *DS07
Primary A/BO Name *DS08
Cardholder Name  *0901
Cardholder Name  *0902

Cardholder Name  *2506

Office Name1

Office Name1

office Name2

office Name2

office Name2

Pending A/OPC Initiation
Pending A/OPC Initiation

Pending Managing Account Activation
Pending Workflow Initiator's Revision
Active - Pending Updates

Active

Active

Active
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Managing Account (MA) Migration: Role-Based Process Flow

Activate Agent

,‘ _ Approve MA
A/OPC Numbers/TBR Hierarchies Complete MA Migration request | ——»| yiqration request

Accept Nomination and approve
RM — MA Migration request
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Information and

Message Board | Help | Contact | SelectRole | Logoff

4\,« Purchase Card

5.~/ Authorization, Issuance and Maintenance

1[50 Managing Accounts  Cardholder Accounts Accounts In Progress Account Migration  Appointments  Training Dates

welcome User. You are logged in as the Agency/Organization Program Goordinator.

Task Inbox

User, you have 1 task(s)
To choose a task, pleass click on the Select button next to the desired task. You can also double click on the task row

@5 5 pisplaying 1- 10F 1 #To Display
Task ireq || Request |[Account |[Office || Account P
Status | Acauired | FOR oo | Name | Aeeobns | Task Description Comments
M - Primary &/B0 . Complete setup and role
Select |New 01/17/2012 yar'gjmd by N *1705 nomination for this Managing
igration P Y Name Account Migration

bank)
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Managing Account Information
Enter your Office Name and briefly describe the reason for this Managing Account in the Justification field. (Click here for more information.)
*Office Narme:

*Justification:

Managing Account Nurmber: [eess50]

Account Holder. Primary A/B0 Name (provided by bank)
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Resource Manager Nomination
*Enter the email address of the Resource Manager responsible for ensuring that funds are avaiable for this
account
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Agency/Organization Program Coordinator
* If you are in multiple Organizations, use the drop-down list to select the A/OPC Organization to which you want this account associated. The 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.
Select one Primary Agency/Organization Program Coordinator for assignment to this Managing Account. If the individual that you intend to nominate is not listed, request that your

A/OPC Supervisor provision them in EMMA, then continue this workflow. All A/OPCs within the A/OPC pool will have the ability to view and maintain accounts.

AJOPC Organization: A/OPC Org Name  ~

A/OPC Name 1 20pc.name. 1@email.mil 1234567890

A/OPC Name 2 aopc.name.2@email.mil 1234567891
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Approving/Billing Officials Supervisor
* Select the A/BO Supervisor's Organization. The below list of A/BO Supervisors will be populated based on the Organization selected. If the individual that you
intend to nominate is not listed, click on the EMMA link, provision them in the system, then continue this workflow.

A/BO Supervisor Organization:  Organization Name B

A/BO Supervisor Name 1 abo.supv.name1@email.mil 1234567890
A/BO Supervisor Name 2 abo.supv.name2@emai.mil 1234567891
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Approving/Billing Official(s)
* Select one (1) Primary Approving/8iling Official. In addition, you may select up to four (4) Alternate Approving/Biling Officials. If the individual(s) that you
intend to nominate is not listed, click on the EMMA link, provision them in the system, then continue this workflow.

A/BO Name 1 abo.name. 1@email. mil
A/BO Name 2 abo.name.2@email.mil
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of Required Training
1 certify that al training required for account set-up has been completed by the Approving/Billing Officials. 1 have received and will retain copies of the training certificates for use in Card Program reviews.
(Click here for more information.)
‘The most recent required training completion date for the Approving/Biling Officials is shown below. You may update the training date and description, if needed. Training description s required if 3 training date is
entered.





image23.png




image24.png
Required Appointments and Review
[ 1 certify that all required appointments have been prepared and processed.

A review of the Managing Account is required no later than: BB~ (YYYYMMDD e.g.: 20070131)
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Account Notes
Enter any notes regarding this account. These notes wil
max).

be available within PCOLS only and will be viewable by all users associated with the account (500 character

Account Notes:

Last Updated By:
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Comments
If you have any comments regardi
workflow.
Cormments

g this request, add them here. Your comments will display in the Comment Log while this request i
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Message Board | Help | Contact | SelectRole | Logoff

1[50 Managing Accounts  Cardholder Accounts Accounts In Progress Account Migration  Appointments  Training Dates

welcome User. You are logged in as the Agency/Organization Program Goordinator.

Task Inbox

User, you have 1 task(s)
To choose a task, pleass click on the Select button next to the desired task. You can also double click on the task row

®@® 6 isplaying 1- 10f 1 #To Display
Task o Request | Account | Office | Account P
status | Acquired | TO0 s Name | Number | Task Description Gomments
Primary A/B0 . N the activation of th Any comments entered wil be
- Name - pprove the activation of the
Select [ New OMA7/2012 igration  (provided by Name 705 bank-initiated Managing Account, CisPI3yed in the Comment Log, as
shown here. More

bank)
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of Training
= I certify that all training required for account set-up has been completed by the Approving/Billing Officials. 1 have received and will retain copies of the training certificates for use in Card Program reviews.

(Click here for more information.)

* The most recent required training completion date for the Approving/Billing Officials is shown below. You may update the training date and description, if needed. Training description is required if a training
date is entered.

20120103 (yyyYMMDD e.g.: 20070131) GPC Required lial or Refresher Training
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and Review

* I certify that all required appointments have been prepared and processed. (Click here for more information.)
* A review of the Managing Account is required no later than: 7 (YYYYMMDD e.g.: 20070131)
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User Organization Information
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.

* Resource Manager's organization: Select Organization for Account.. ~
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Cardholder Account (CA) Migration: Role-Based Process Flow
Complete CA Approve CA
LT Migration request 1 Migration request -
™ =
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Accept
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Welcome User. You are logge

Task Inbox

User, you have 1 task(s).

Information and

Message Board | Help | Contact | SelectRole | Logoff

To choose a task, please click on the Select button next to the desired task. You can also double click on the task row

#To Display 10

by bank)

@ 1 v 3¢ Displaying1-1oft
Task Acquired | Request Account office Account Descripti
Status A Type Holder Name Number | Task Description Comments
] e 09/11/2012  CA - Migration CH Name (provided w1704 Complete setup and role nomination for this
Cardholder Account migration
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Gardholder 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:

* Justification:

Cardholder Account Number: s 104

Account Holder. Cardholder Name (provided by bank)
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(Cardholders Supervisor

Select a Cardholders Supervisor. If the individual that you intend to nominate is not listed, click on the EMMA link, provision them in the system, then restart this workflow.

Cardholders Supervisor 1 ch.supv.1@email.mil 1234567890
O Cardholders Supervisor 2 ch.supv.2@email.mil 4567890123
O cardholders Supervisor 3 ch.supv.3@email.mil 2345678901
O cardholders Supervisor 4 ch.supv.4@email.mil 5678901234
O cardholders Supervisor 5 ch.supv.5@email.mil 3456789012
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’, Gardholder Nomination

Enter the email address of the Cardhalder you wish to nominate:





image36.png
Information and Technology for ecision Making

Message Board | Help | Contact | SelectRole | Logoff

‘.4\-«1 Purchase Card

b s et ) Authorization, Issuance and M

1[50 Managing Accounts  Cardholder Accounts Accounts In Progress Account Migration  Appointments  Training Dates

welcome User. You are logged

Task Inbox

User, you have 1 task(s)
To choose a task, pleass click on the Select button next to the desired task. You can also double click on the task row

as the Agency/Organization Program Goordinator.

®@® 6 isplaying 1- 10f 1 #To Display
Task o Request | Account | Office | Account P
status | Acquired | TO0 s Name | Number | Task Description Gomments
CH Name Any comments entered wil be
cA- off
New 09/11/2012 (provided 'ee =1704 Approve the activation of the displayed in the Comment Log, as

Mi ti N bank-initiated Cardholder Account.
19rSHON by bank) e shawn here. More
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Verification of Cc Training

= 1 certify that all training required for account setup has been completed by the Cardholder and 1 have received and will retain a copy of the training certificate for s in Card Program reviews. (Click here for
‘more information.)

* The most recent required training completion date for the Cardholder is shown below. You may update the training date and description, if needed. Training description is required if  training date is entered.
Training Completion Date: B 2020103 (vvyymmoD eg: 20010131)

Training Description: GPC Required nital or Refresher Training
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Required Appointments and Review
[ * 1 certify that all required appointments have been prepared and processed.

* A review of the Cardholder Account is required no later than: B~ (YYYYMMDD e.g.: 20070131)
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Cardholder Account Special Designations

[[IThe Purchase Card account issued to this Cardholder will be used to make micro-purchases. (Click here for more information.)

[ The Purchase Card account issued to this Cardholder will be used to place orders against existing contract vehicles. If checked, enter the dollar
fimit § . (Click here for more information.)

[[IThe Purchase Card account issued to this Cardholder will be used exclusively as a method of payment. (Click here for more information.)

[[IThe Purchase Card account issued to this Cardholder will be used to make payment against approved Training Authorizations (SF-182s). (Click
here for more information.)

[[IThe Purchase Card account issued to this Cardholder will be used to make intra-governmental payments (e.g., DLA Document Services formerly
DAPS). If checked, enter the dollar limit placed for these payments. $ . Please identify the Goverment entities
(Click here for more information.)

[[IThe Cardholder is a warranted Contracting Officer. If checked, enter the dollar value of warrant (can be any dollar value or "unlimited") §

[[IThe Cardholder is designated as a Contingency and Humanitarian Aid Operations Cardholder. (Click here for more information.)
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Your User Information

1f any of the information associated with your CAC is incorrect, update it using the links below. Any changes made to the information may take up to 24 hours to process and

will automatically be reflected on the account, once complete. Even if your updated information is not reflected below, you must either accept or reject this Cardholder
nomination before closing this page.

Name: User Name

Work Address: Big Military Base
smalltown, USA 12345

Work Phone: 1234567890

Fax Number:

Update user information

Email Address: user.name@email.mil Update email address
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Acknowledgement of Required Training

[J I understand that T must complete all training required for Cardholder Account setup and forward a copy of the training certificate(s) to the Purchase Card
Agency/Organization Program Coordinator. Further, I understand that this request will be held in pending status by the Purchase Card Agency/Organization
Program Coordinator until my training certificates are received. (Click here for more information.)

1f you have completed the required training or want to add a more recent training completion date, enter the date and training description here. Training
description is required if a training date is entered.

Training Completion Date: EE~ (YYYYMMDD eg: 20010131)
Training Description:
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Information and Technology for Better Decision Making
Message Board | Help | Contact | SelectRole | Logoff

4\« Purchase Card

¥#-<./ Authorization, Issuance and Maintenance
Task Inbox | Managing Accounts Cardholder Accounts | == |/ (1 [{-1| Account Migration Appointments Trsining Dates

Welcome User. You are logged in as the Agency/Organization Program Coordinator.
Search for Account

Accounts In Progress

This table is a list of Account Requests that you currently have in progress. Click on the Select button next to any account or double click on its row to view its information.

® 3 5 pisplaying 1-10f 1 # To Display
[ |[Account Type |[Request Description |[Account Holder |[office Name |[Account Number |[Request status
Primary A/BO Name Pending Nominated Resource
Office Name Manager Acceptance

Select | Managing Account Managing Account Migration (provided by bank)
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Resend Resource Manager Token
Please verify the email address of the nominated Resource Manager and click Resend Token to resend the

resource manager name@ermail mil
token email

4 Besend Token
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Information and Technology for Better Decision Making

Purchase Card

Authorization, Issuance and Maintenance

Accounts In Progress

Welcome User Name. You are logged in as the Agency/Organization Program Coordinator.

Accounts In Progress

This table is a list of Account Requests that you currently have in progress. Click on the Select button next to any account or double click on its row to view its information.

(> %) Displaying 1-4 of 4 # To Display
Request Office Name || Account
Account Type | (e Account Holder " e Request Status
Managing Account New Managing Account A/BO Name 1 Office Name 1 Pending Resource Manager Approval
Cardholder ot
s New Cardholder Account cardholder.name1@email.mil Office Name 3 Pending A/BO Nominating Another Cardholder
Cardholder
oot New Cardholder Account cardholder.name2@email.mil Office Name 2 Pending Nominated Cardholder Acceptance
Managing Account New Managing Account ~ A/BO Name 2 Office Name 4 pending Nominated Resource Manager
Acceptance
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Resend Cardholder Token
*Please verify the email address of the nominated Cardholder and click Resend Token to resend the token email: [cardholdername@emailmil

¥ Besend Token





