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[bookmark: _Ref197854416][bookmark: _Toc198090028][bookmark: _Toc405475515]Introduction
[bookmark: _Toc198090029][bookmark: _Toc405475516]Purpose
The purpose of the Purchase Card Online System (PCOLS) Reporting User Manual is to assist authorized users of the application by providing a concise, accessible instruction guide for creating reports on Purchase Card users and users of the Authorization, Issuance and Maintenance (AIM) application.
[bookmark: _Toc405475517][bookmark: _Toc198090031][bookmark: _Toc236453205]Overview of PCOLS Reporting
The Purchase Card Online System (PCOLS) Reporting application will provide a defined set of reports on purchase card accounts and users of the Authorization, Issuance and Maintenance (AIM) application. Based on a PCOLS user’s role (defined in the Enterprise Monitoring and Management of Accounts (EMMA) application), users will be given access to a set of reports. Reports can be generated only for organizations in which a user is associated.
In order to provide these reports, the PCOLS reporting application will utilize data from AIM, EMMA, Defense Eligibility and Enrollment Reporting System (DEERS), Data Mining/Risk Assessment (DM/RA), and appropriate bank systems.
[bookmark: _Toc405475518]System Requirements
The following components are required on your workstation in order to use PCOLS Reporting:
· Internet Browser (Microsoft Internet Explorer 7.0, or later, recommended)
· The minimum screen resolution should be 1024x768
· Pop-up settings should be configured to “Let Internet Explorer decide how pop-ups should open”
· If you are using Microsoft Internet Explorer 8, your browser must be in “Compatability Mode” to use the scroll control on the “Provisioning” screen
· For Common Access Card (CAC) users only:
· PC/SC Smart Card Reader and Driver 
· GSC IS 2.1 Middleware or equivalent
[bookmark: _Toc306800254][bookmark: _Toc306874280][bookmark: _Toc198090032][bookmark: _Toc236453206][bookmark: _Toc405475519]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: _Toc197940384][bookmark: _Toc198090033][bookmark: _Toc236453208][bookmark: _Toc405475520]Support Contact Information
[bookmark: _PCOLS_Reporting_Users]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
System Outages
The PCOLS reporting application will have a daily outage from 2:00 to 5:00 am ET as the database is refreshed. Users who attempt to access the application during this time will not receive an error, but the Log on button will be disabled.
[bookmark: _PCOLS_Reporting_Users_1][bookmark: _Toc405475521]PCOLS Reporting Users
The PCOLS Reporting application can be used by PCPO Representatives, Acquisition Executive Agents, HCA Agents, High-Level Agency/Organization Program Coordinators (A/OPCs), A/OPC Supervisors, A/OPCs, Approving/Billing Official (A/BO) Supervisors, A/BOs, Cardholders Supervisors, and Resource Managers. The following table lists the reports that are currently available in PCOLS Reporting and delineates which roles have access to run these reports.
	Reports
	Resource Manager
	PCPO Representative
	Acquisition Executive Agent
	HCA Agent
	High-Level A/OPC Supervisor
	A/OPC Supervisor
	A/OPC
	A/BO Supervisor
	A/BO
	Cardholders Supervisor

	Account Status
	
	x
	x
	x
	x
	x
	x
	
	
	

	Annual Review of Managing Accounts
	
	x
	x
	x
	x
	x
	x
	
	
	

	Approving/Billing Official
	
	x
	x
	x
	x
	x
	x
	x
	
	

	Case Disposition Detail
	
	x
	x
	x
	x
	x
	x
	
	
	

	Case Disposition Summary
	
	x
	x
	x
	x
	x
	x
	
	
	

	Conflict of Interest
	
	x
	x
	x
	x
	x
	x
	x
	
	

	Escalated Transaction
	
	x
	x
	x
	x
	x
	x
	
	
	

	Flagged Transaction
	
	x
	x
	x
	x
	x
	x
	
	
	

	Infraction Detail
	
	x
	x
	x
	x
	x
	x
	
	
	

	Program Management
	
	x
	x
	x
	x
	x
	x
	
	
	

	Provisioning Status
	
	x
	x
	x
	x
	x
	x
	
	
	

	Provisioning Token Status
	
	x
	x
	x
	x
	x
	x
	
	
	

	Purchase Card
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Quarterly Statistical
	
	x
	x
	
	
	
	
	
	
	

	Recommended Action Summary
	
	x
	x
	x
	x
	x
	x
	
	
	

	Semi-Annual Purchase Card Violation Report
	
	x
	x
	x
	
	
	
	
	
	

	Training Due
	
	x
	x
	x
	x
	x
	x
	x
	
	x

	Workflow Aging
	
	x
	x
	x
	x
	x
	x
	
	
	


[bookmark: _Toc405475522]Logon Functions
[bookmark: _Toc405475523]Logging In to PCOLS Reporting
To log in to PCOLS Reporting:
Insert your Common access Card (CAC) into the card reader.
Open Internet Explorer and type in the following Web address: https://www.dmdc.osd.mil/appj/pcols-web/.
Click OK.
Click CAC Logon.
Select your Identity Certificate (this certificate is NOT listed as an Email Certificate).
Enter the PIN for your CAC and click OK. 
In the PCOLS Reporting box, click Log on. The “Role Selection” screen is displayed.
Note:  The Log on button will be disabled if the database is down, possibly due to the daily refresh that occurs from 2:00 to 5:00 am ET.
Click Select next to the provisioned role through which you want to access the reports. The “Public Folders - IBM Cognos Connection” window opens.
Click the folder with the role name with which you are logging in.
Note:  The only folder displayed will be the role that you selected in step 8. A full listing of your roles is not available at this point. To log in as a different role, log out, return to the “Purchase Card Single Sign On Web Application: Reporting” window, and select a new role.
[bookmark: _Toc405475524]Selecting Your Role
PCOLS allows individuals to have multiple roles within the system and each role has permission to run a specified set of reports, as seen in section 2.0, PCOLS Reporting Users. To select a role, click Select Role next to the provisioned role through which you want to access the reports.
[bookmark: _Toc405475525]Running Reports
[bookmark: _Toc405475526]Account Status Report
The Account Status report allows users to view the number of accounts in a selected A/OPC Organization. The report details the Organization Name of the A/OPC; the number of pending, active, suspended, and cancelled Managing and Cardholder Accounts; as well as the total number of Managing and Cardholder Accounts. 
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Account Status report:
On the “Report Selection” screen, click Account Status Report.
Select the Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. 
[image: ]
Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475527]Annual Review of Managing Accounts Report
The Annual Review of Managing Accounts report allows users to view a list of Managing Accounts with upcoming account review due dates. These dates were entered into AIM by the A/OPC when they issued the Managing Account. In addition, the report details the Account Review Date; an indication if the review is past due; the A/OPC’s name; the account number; the Office Name of the account; as well as the Primary A/BO’s name, primary work email address, and work phone number. 
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Annual Review of Managing Accounts report:
On the “Report Selection” screen, click Managing Account Review Report.
Select the Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. You can also click Select All to select all of the listed organizations or click Deselect All to undo the Select All option.
[image: ]
Select the review date period that you would like included on the report. 
Past Due Accounts – Lists all accounts with past due review dates. Continue to step 4. 
Enter Begin and End Dates – Lists accounts with past due dates within a specified period. 
Click Run.
If you selected Enter Begin and End Dates, the “Date Selection” screen for the Annual Review of Managing Accounts Report selection criteria is displayed.  
[image: ]
Enter the Begin Date and End Date using a Mon DD, YYYY format or click one of the calendars to select dates.
Click Run Report.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475528]Approving/Billing Official Report
The Approving/Billing Official report allows authorized users to view a list of Active and Suspended Managing Accounts in AIM and the A/BOs assigned to them. In addition, the report provides the organization name, the Managing Account number, whether the A/BO is listed as Primary or Alternate for each account, as well as the A/BO’s primary work email address and work phone number. 
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Approving/Billing Official report:
On the “Report Selection” screen, click ABO Report.
Select the Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. You can also click Select All to select all of the listed organizations or click Deselect All to undo the Select All option.
[image: ]
Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475529]Case Disposition Detail Report
The Case Disposition Detail report allows users to view the details of each DM flagged transaction that was reviewed during the reporting period. This report can only be run for one bank cycle and provides the following details for each selected organization: the case disposition, total number of cases given the disposition, and a list of all transactions (cases) given the disposition, including the Organization Name, Organization ID, the Primary A/BO’s and Cardholder’s names, the Cardholder Account number, the merchant name, the transaction amount, the transaction date, the date the case was closed, as well as any recommended disciplinary action.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window. Data for this report will be available after the close of account billing cycles.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Case Disposition Detail report:
1. On the “Report Selection” screen, click Case Disposition Detail Report.
2. Select the Organization that you want included in the report.
[image: ]
3. Select the Reporting Cycle that you want included in the report.
4. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475530]Case Disposition Summary Report
The Case Disposition Summary report allows users to view a summary of DM flagged transaction case dispositions by A/OPC organization. This report can only be run for one bank cycle and provides the following details for each selected organization: Organization Name; Organization ID; the total number of cases Closed; the number of cases given a disposition of Admin Discrepancy, Misuse, Suspected Fraud, and Lost/Stolen; the total dollar value of cases Closed; as well as the dollar value of cases given a disposition of Valid, Contract Payment, Admin Discrepancy, Misuse, Suspected Fraud, and Lost/Stolen.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window. Data for this report will be available after the close of account billing cycles.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Case Disposition Summary report:
1. On the “Report Selection” screen, click Case Disposition Summary Report.
2. Select the Organization that you want included in the report.
[image: ]
3. Select the Reporting Cycle that you want included in the report.
4. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475531]Conflict of Interest Report
The Conflict of Interest report allows users to view a list of individuals within the identified organization that hold an A/BO role and Cardholder role within the same Active or Suspended Managing Account. In addition, the report details the Organization Name of the A/OPC, the Managing and Cardholder Account numbers, the Managing and Cardholder Account statuses (Active and Suspended only), the name of the Cardholder-A/BO, whether the A/BO is listed as Primary or Alternate, as well as the Cardholder’s primary work email address, work phone number, and their Cardholders Supervisor’s name. 
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Conflict of Interest report:
On the “Report Selection” screen, click Conflict of Interest Report.
Select the Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. You can also click Select All to select all of the listed organizations or click Deselect All to undo the Select All option.
[image: ]
Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475532]Escalated Transaction Report
The Escalated Transaction report allows users to view details of transactions flagged for review that were escalated within a specified date range by A/OPC organization. In addition, the report details the Managing and Cardholder Account numbers; the names of the Primary A/BO and Cardholder associated with the account; the Merchant Name; the Parent Organization Name (for organizations subordinate to those specified on the “Selection Criteria” page); the Transaction Amount and Date; the Case Status; an indication of whether the transaction is considered high-risk; the Escalation Level; and the Total Business Reporting (TBR) hierarchy associated with the account. 
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Escalated Transaction report:
1. On the “Report Selection” screen, click Escalated Transaction Report.
2. Select the Organization that you want included in the report.
[image: ]
3. Select the date range for the report. This date range applies to the date that an escalation email was sent. Enter the Begin Date and End Date using a Mon DD, YYYY format or click one of the calendars to select dates.
4. Select the type of transaction that you would like included on the report. 
5. Select the secondary sort order for the report. The A/OPC Organization will be the primary sort for this report. 
6. Select the Escalation Level that you would like included in the report.
7. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.

[bookmark: _Toc405475533]Flagged Transaction Report
The Flagged Transaction report allows users to view details of transactions flagged for review that were flagged for review within a specified date range by A/OPC organization. In addition, the report details the Managing and Cardholder Account numbers; the names of the Primary A/BO and Cardholder associated with the account; the Merchant Name; the Parent Organization Name (for organizations subordinate to those specified on the “Selection Criteria” page); the Transaction Amount and Date; an indication of whether the transaction is considered high-risk and the Case Closed Date, if applicable; the case disposition; and the TBR hierarchy associated with the account. 
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Escalated Transaction report:
1. On the “Report Selection” screen, click Flagged Transaction Report.
2. Select the Organization that you want included in the report.
[image: ]
3. Select the date range for the report. This date range applies to the date that a transaction was flagged, based on the Case Create Date. Enter the Begin Date and End Date using a Mon DD, YYYY format or click one of the calendars to select dates.
4. Select the type of transaction that you would like included on the report. 
5. Select the secondary sort order for the report. The A/OPC Organization will be the primary sort for this report. 
6. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475534]Infraction Detail Report
The Infraction Detail report allows users to view details of infractions by A/OPC organization and includes all infractions from cases with a disposition and a transaction date within the report criteria. This report can only be run for one bank cycle and provides the following details for each selected organization: Organization Name; Organization ID; the total number of infractions; the Primary A/BO’s, Cardholder’s, and Merchant’s names; the Managing and Cardholder Account numbers; the transaction date and amount; the review date; and the planned action.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window. Data for this report will be available after the close of account billing cycles.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Infraction Detail report:
1. On the “Report Selection” screen, click Infraction Detail Report.
2. Select the Organization that you want included in the report.
[image: ]
3. Select the Reporting Cycle that you want included in the report.
4. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475535]Program Management Report
The Program Management Report allows users to review a summary of transaction and DM/RA case information for a particular organization during one bank cycle. The report is separated into five sections: 
· Program Summary – Provides high-level totals for the number of transactions, cases, actions planned, and infractions related to the cycle. 
· Monthly Account Review – Provides totals for the number of provisioned users and accounts in the organization during the cycle, based on the type of account.
· Report Card – Program Health – Provides totals for a variety of information related to potential concerns with transactions or accounts in the organization.
· Case Disposition – Provides totals for the number of cases closed during the cycle, based on the type of disposition.
· Infraction Category – Provides totals for the number of infractions  incurred for cases closed during the cycle, based on the type of infraction
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window. Data for this report will be available after the close of account billing cycles.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report. See Appendix C: Program Management Report Field Definitions for further explanation of the fields.
To run the Program Management report:
On the “Report Selection” screen, click Program Management Report.
Select an Organization.
Use the drop-down list to select the level of the Organization that you want included in the report (i.e., A/OPC Organizations). A list of organizations associated with that level will display in the box below.
Select the Organization that you want included in the report.
[image: ]
Select the Reporting Cycle that you want included in the report.
Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475536]Provisioning Status Report
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]The Provisioning Status report allows users to view all individuals in a selected organization in an active and/or pending status, including individuals provisioned in subordinate organizations. In addition, the report details the Organization Name, the Parent Organization Name (for organizations subordinate to those specified on the “Selection Criteria” page), and each individual’s role name and status (active or pending) in EMMA. 
Individuals listed with an “Active” status have accepted their EMMA token and are active in the system. For these individuals, report details will also include the individual’s name and work email address associated with their CAC.
Individuals listed with a “Pending” status have not yet accepted their EMMA token. For these individuals, report details will also include the email address to which a token was sent.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Provisioning Status report:
1. On the “Report Selection” screen, click Provisioning Status Report.
2. Select the Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. You can also click Select All to select all of the listed organizations or click Deselect All to undo the Select All option.
[image: ]
3. Select the status of the users that you would like included on the report. 
a. Active – Lists individuals that have accepted their EMMA token and are active in the system. 
b. Pending – Lists individuals that have not yet accepted their EMMA token. 
Note:  Expired tokens will not display on the report. After a token has expired, it is removed from EMMA and no longer considered “Pending.”
c. Active and Pending – Lists individuals with both an “Active” and “Pending” status. 
4. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.

Tip:  If a user displays on the report with multiple entries, it is most likely the result of different personnel segments that the individual has in DEERS and does not mean that they are provisioned multiple times.
[bookmark: _Toc405475537]Provisioning Token Status Report
The Provisioning Token Status report allows users to view all provisioning tokens (role assignments) issued under a selected organization within the selected timeframe and provides the current status of each token. In addition, the report details the Organization Name; the Organization ID; the Contact Number for the organization; the Parent Organization Name (for organizations subordinate to those specified on the “Selection Criteria” page); each individual’s role name and email address; and the date that the token was issued as well as the status (redeemed, pending, or expired) of token in EMMA. 
Tokens listed with a “Redeemed” status have been accepted through EMMA and the associated users are active in the system. Tokens listed with a “Pending” status have not yet been accepted through EMMA token. Tokens listed with an “Expired” status were not redeemed within the timeframe specified during issuance. If still valid, these tokens will need to be resent to the appropriate users.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Provisioning Token Status report:
7. On the “Report Selection” screen, click Provisioning Token Report.
8. Select the Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. You can also click Select All to select all of the listed organizations or click Deselect All to undo the Select All option.
[image: ]
9. Select the date range for the report. This date range applies to the date that a token was issued through EMMA. Enter the Begin Date and End Date using a Mon DD, YYYY format or click one of the calendars to select dates.
10. Select the status of the tokens that you would like included on the report. 
a. Pending – Lists individuals that have not yet accepted their EMMA token. 
b. Redeemed – Lists individuals that have accepted their EMMA token. 
c. Expired – Lists individuals that did not accept their tokens within the timeframe specified during issuance. If still valid, these tokens will need to be resent to the appropriate users.
d. All – Lists individuals with a “Pending”, and “Redeemed”, and “Expired” status. 
11. You have the option to only search for tokens issued to a specific individual. Enter the Email Address. 
Note:  The email address that you enter must match exactly to the email address entered in EMMA when provisioning the user.  
12. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.

Tip:  If a user displays on the report with multiple entries, it is most likely the result of different personnel segments that the individual has in DEERS and does not mean that they are provisioned multiple times.
[bookmark: _Toc405475538]Purchase Card Report
The Purchase Card report allows users to view a list of Cardholder Accounts that meet the selected reporting criteria. The report details the Organization of the Cardholder Account; the account number; the Cardholder’s name; the Organization Name of the A/BO; the Cardholder’s primary work email address and work phone number; the type of account (Card Issued, Convenience Check); any Special Designations; the dollar value of the warrant, if a Contracting Officer; as well as the Cycle, Single, Quarterly, and Annual Purchase Limits.
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Purchase Card report:
On the “Report Selection” screen, click Purchase Card Report.
Select the Organization Level and Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. You can also click Select All to select all of the listed organizations or click Deselect All to undo the Select All option.
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Click the card/convenience check option that you want included in the report.
Click Card for a report that only includes accounts that were issued Purchase Cards.
Click Convenience Checks for a report that only includes accounts that were issued convenience checks.
Click Both for a report that includes all accounts, whether they have cards, convenience checks, or neither.
Click the Special Designations that you want included in the report.
Note:  Selection of a special designation will return any account that has that designation selected, even if multiple designations are assigned to that account.
Click Any for a report that includes all accounts, with or without assigned special designations.
Click Warranted Officer for a report that only includes accounts that have an assigned special designation of Warranted Contracting Officer.
Click Method of Payment for a report that only includes accounts that have an assigned special designation of an account used exclusively as a method of payment.
Click Contingency / Humanitarian Aid Operation for a report that only includes accounts that have an assigned special designation of Contingency and Humanitarian Aid Operation.
Click Training Payment for a report that only includes accounts that have an assigned special designation of Training Payment.
Click Micro-purchases for a report that only includes accounts that have an assigned special designation of Micro-purchases.
Click Intra-governmental Payments for a report that only includes accounts that have an assigned special designation of Intra-governmental Payments.
Click Contract Vehicle orders for a report that only includes accounts that have an assigned special designation of Training Payment.
Click None for a report that only includes accounts that have no special designations assigned.
Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475539]Quarterly Statistical Report
The Quarterly Statistical report allows users to view provides Office of Management and Budget (OMB)-required statistics by quarter. The report will be based on the bank cycles that make up the quarter. The report details a Purchase Card summary as well as statistics for convenience checks, violations, and A/BOs for services and other defense agencies.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Quarterly Statistical report:
1. On the “Report Selection” screen, click Quarterly Statistical Report.
2. Select a reporting date range.
a. Select the Fiscal Year that you want included in the report. You can only select one Fiscal Year per instance that you run the report.
b. Select the quarter that you want included in the report or click All to include all quarters.
[image: ]
3. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475540]Recommended Action Summary Report
The Recommended Action Summary report allows users to view a summary of DM flagged transaction case dispositions, other than Valid and Contract Payment, and their associated planned actions. The counts presented will be totals grouped by disposition and recommended action for the selected organization. The report details each case disposition, the total number of cases closed with the disposition, the recommended disciplinary actions identified for the selected reporting period within each case disposition, as well as the number of cases for each case disposition and each recommended disciplinary action value.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Recommended Action Summary report:
4. On the “Report Selection” screen, click Recommended Action Summary Report.
5. Select the Organization that you want included in the report.
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6. Select the Reporting Cycle that you want included in the report.
7. Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475541]Semi-Annual Purchase Card Violation Report
The Semi-Annual Purchase Card Violation report allows users to view the total number of accounts with Data Mining invalid dispositions and planned actions for the semi-annual reporting period. 
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Semi-Annual Purchase Card Violation report:
On the “Report Selection” screen, click Semi-Annual Purchase Card Violation Report.
Select the Organization that you want included in the report.
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Select the Reporting Date Range that you want included in the report.
Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475542]Training Due Report
The Training Due report allows users to view a list of dates that training is due for A/BOs, Cardholders, or both. The date reported is listed as two years from the current date of training listed for each individual in AIM. In addition, the report details the supervisor’s Organization Name, if different than the A/OPC; the date that training is due; an indication if training is past due; the individual’s name, primary work email address, and work phone number; as well as the applicable supervisor’s name, primary work email address, and work phone number.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Training Due report:
1. On the “Report Selection” screen, click Training Due Report.
2. Select the Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. You can also click Select All to select all of the listed organizations or click Deselect All to undo the Select All option.
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3. Select the roles that you would like included on the report. 
a. A/BO – Lists A/BOs with training due during the review date period specified in the next step (step 4). 
b. Cardholder – Lists Cardholders with training due during the review date period specified in the next step (step 4). 
c. Both –Lists A/BOs and Cardholders with training due during the review date period specified in the next step (step 4). 
4. Select the training due date period that you would like included on the report. 
a. Past Due Training – Lists all past due training dates associated with your selection in step 3. Continue to step 5. 
b. Enter Begin and End Dates – Lists past due training dates, associated with your selection in step 3, within a specified period. 
5. Click Run.
6. If you selected Enter Begin and End Dates, the “Date Selection” screen for the Annual Review of Managing Accounts Report selection criteria is displayed.  
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a. Enter the Begin Date and End Date using a Mon DD, YYYY format or click one of the calendars to select dates.
b. Click OK.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475543]Workflow Aging Report
The Workflow Aging report allows users to view the tasks within the selected A/OPC organization that have been in workflow longer than the time frame delineated in the Age of Request report criteria on the Workflow Aging report. In addition, the report details the Organization Name of the A/OPC, the request date, the request age (in days), the account number, the request type (whether it is a new Managing or Cardholder Account or whether it is the maintenance of an existing Managing or Cardholder Account), the request status, the account holder’s name, the name of the individual currently assigned the task, as well as their email address and work phone number.
Note:  The PCOLS Reporting database will be updated daily during the 2:00am to 5:00am system unavailability window; therefore, current data in all reports will not be available until the next business day.  
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the below instructions.
See section 2.0, PCOLS Reporting Users for a list of roles with permission to run this report.
To run the Workflow Aging report:
On the “Report Selection” screen, click Workflow Aging Report.
Select the Organization(s) that you want included in the report.
Tip:  To select multiple Organizations, press and hold Ctrl and click the Organizations that you would like included. You can also click Select All to select all of the listed organizations or click Deselect All to undo the Select All option.
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Select the number of days for the age of the workflow items that you would like included on the report. The report will provide data for accounts that meet or exceed the selected criteria.
Click Run.
It may take several minutes for the report to process. Do not click Run more than once.
Note:  Once you have run your report, if you need to go back to select different criteria, click Return ([image: Return button] ) on the toolbar. You must perform the above step 1 again to select a report.
[bookmark: _Toc405475544]Generating Reports and Reporting Functions
[bookmark: _Toc405475545]Generating Reports
Once you have run your report, it will be displayed in the same window and be generated in a PDF format, by default.
From this screen, you can:
· Change the format of a report
· Print a report
· Save a report to your local workstation
· Save a report to “My Folders”
[bookmark: _Toc405475546]Changing the Format of a Report
Reports can be generated in the following formats:
· HTML
· PDF (default)
· Excel 2007, 2002, or CSV
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the following instructions.
To change the format of a report to HTML or PDF
Complete the necessary steps to run a report. After the report has been generated:
1. Click Report View ([image: Report View button]) on the toolbar. A drop down list of choices will display.
2. Click View in HTML Format or View in PDF Format. Your report will display in the active window.
Note:  To return to the “Report Selection” screen, click Return ([image: Return button]) on the toolbar.
To change the format of a report to Excel
Complete the necessary steps to run a report. After the report has been generated:
1. Click Report View ([image: Report View button]) on the toolbar. A drop down list of choices will display.
2. Click View in Excel Options. 
3. Click one of the following sub-options: 
a. View in Excel 2007 Format 
b. View in Excel 2002 Format 
c. View in CSV Format 
4. To save the file:
a. Click Save.
b. Select the location where you want to save the report. 
c. Enter the name of the in the File name box. 
d. Click Save.
5. To open the file:
a. Click Open.
b. Select the Identity Certificate from your CAC (this certificate is NOT listed as an Email Certificate).
c. Click OK. Your report will open in a new window.
Note:  To return to the “Report Selection” screen, click Return ([image: Return button]) on the toolbar.
[bookmark: _Toc405475547]Printing a Report
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the following instructions.
To print a PDF Report
Complete the necessary steps to run a report. After the report has been generated:
· Click Print ([image: Print button]) on the toolbar.
- or -
· Click File > Print in your browser.
- or -
· Press Ctrl + P on your keyboard.
Note:  To return to the “Report Selection” screen, click Return ([image: Return button]) on the toolbar.
To print an HTML report
Complete the necessary steps to run a report. After the report has been generated:
· Click File > Print in your browser.
- or -
· Press Ctrl + P on your keyboard.
Note:  To return to the “Report Selection” screen, click Return ([image: Return button]) on the toolbar.
To print an Excel report
Complete the necessary steps to run a report. After the report has been generated:
· Click Print ([image: Print button]) on the toolbar.
- or -
· Click File > Print in your browser.
- or -
· Press Ctrl + P on your keyboard.
Note:  To return to the “Report Selection” screen, click Return ([image: Return button]) on the toolbar.
[bookmark: _Ref257639630][bookmark: _Toc405475548]Saving a Report to Your Local Workstation
Using the save functions below will save the generated report to your computer. If you would like to save the report within PCOLS Reporting, follow the instructions in section 5.5, Saving a Report to “My Folders”.
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the following instructions.
To save a PDF report
Complete the necessary steps to run a report. After the report has been generated:
1. Click Save ([image: Save button]) on the toolbar.
- or -
Click File > Save As... in your browser.
2. Select the location where you want to save the report.
3. Enter a name for the report in the File name box.
4. Click Save.
Note:  To return to the “Report Selection” screen, click Return ([image: Return button]) on the toolbar.
To save an HTML or Excel report
Complete the necessary steps to run a report. After the report has been generated:
1. Click File > Save As... in your browser.
2. Select the location where you want to save the report.
3. Enter a name for the report in the File name box.
4. Click Save.
Note:  To return to the “Report Selection” screen, click Return ([image: Return button]) on the toolbar.
[bookmark: _Ref257639571][bookmark: _Toc405475549]Saving a Report to “My Folders”
Using the save functions below will save the generated report within PCOLS Reporting. If you would like to save the report to another location, follow the instructions in section 5.4, Saving a Report to Your Local Workstation.
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the following instructions.
To save a report to “My Folders”:
1. Generate your report according to the appropriate instructions.
2. From the default PDF format of your report, click Keep this version ([image: Keep this version button]) on the toolbar.
3. Click Save as Report View ([image: Save as Report View button]).
4. Enter the name of the report in the Name: box.
5. Click Select My Folders.
Note:  You will not be able to choose a location on your local hard drive using the “Select another location” link.
6. Click OK.
Note:  To return to the “Report Selection” screen, click Return ([image: Return button]) on the toolbar.
[bookmark: _Toc405475550]Opening a Saved Report from “My Folders”
To open a report that was saved to “My Folders”:
1. From the “Role Selection” screen or the “Report Selection” screen, click the My Folders tab.
2. Click the name of the report that you would like to open.
Warning:  Many of the visible functions are product-related and are not PCOLS-specific. It is recommended that you not click buttons other than those specified in the above instructions.
[bookmark: _Toc405475551]Emailing Reports
Due to security parameters, emails cannot be sent directly from the PCOLS Reporting application.
To email a generated report, follow the instructions in section 5.4 to save a report to your local workstation and include the report as an attachment through your regular email.

[bookmark: _Toc198090085][bookmark: _Toc236726070][bookmark: _Toc405475552]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

	CAC
	Common Access Card

	DAC
	Default Accounting Code

	DEERS
	Defense Enrollment Eligibility Reporting System

	DM/RA
	Data Mining/Risk Assessment

	EMMA
	Enterprise Monitoring and Management of Accounts

	HCA
	Head Contracting Authority

	OMB
	Office of Management and Budget

	PCOLS
	Purchase Card Online System

	PCPO
	Purchase Card Policy Office

	PIN
	Personal Identification Number

	RM
	Resource Manager

	TBR
	Total Business Reporting

	WCO
	Warranted Contracting Officer



[bookmark: _Toc405475553]Appendix B:  Frequently Asked Questions

1. Why is the Log on button for Reporting disabled?
The database is currently down. If you are attempting to access it between 2:00 and 5:00 am ET, the outage is due to a daily database refresh.

2. I made an update in AIM or EMMA. Why does the current data not display in PCOLS Reporting?
The PCOLS Reporting database is refreshed daily during the maintenance window. It may take up to one (1) business day for current data to display.

3. Why does a user show up multiple times in the Provisioning Status report? Does this mean that the user has been provisioned multiple times in EMMA?
No. If a user displays on the report with multiple entries, it is most likely a result of different personnel segments that the individual has in DEERS and does not mean that they are provisioned multiple times. DMDC is aware of this issue and plans to provide a resolution in a future release.


[bookmark: _Appendix_C:_Project][bookmark: _Toc405475554]Appendix C: Program Management Report Field Definitions
	Field
	Definition

	Program Summary Section
	

	Total number of transactions during the reporting period
	Number of transactions that occurred during the reporting period.

	Total dollar amount of transactions for the reporting period
	Total dollar amount of all transactions that occurred during the reporting period.

	Total number of transactions flagged for review
	Number of cases with transaction dates within the reporting period.

	Total dollar amount of transactions flagged for review
	Total dollar amount of all cases with transaction dates within the reporting period.

	Number of transactions (new this reporting period) assessed during the reporting period
	Number of cases opened, reviewed and then closed during this reporting period.


	Number of transactions (new this period) not assessed during the reporting period
	Number of cases opened this reporting period that were still open at the end of this reporting period.


	Number of transactions (from prior periods) assessed during the reporting period
	Number of cases opened in previous reporting periods that were reviewed and closed during this period.

	Number of transactions (from prior periods) assessed during the reporting period
	Number of cases opened in previous reporting periods that are still open at the end of this reporting period.

	Number of transactions assessed as Valid (Valid Transaction, Administrative Discrepancy, Contract Payment)
	Number of cases closed during the reporting period with the stated dispositions.

	Number of transactions assessed as Invalid (Abuse, Misuse, Suspected Fraud)
	Number of cases closed during the reporting period with the stated dispositions.

	Number of transactions assessed as Lost or Stolen
	Number of cases closed during the reporting period with the stated dispositions.

	Number of Infractions identified
	Number of Infractions within the cases closed during this reporting period. Cases may have more than one infraction.

	Number of Recommended Disciplinary Actions
	Number of recommended disciplinary actions for the cases closed during this period. Some cases may not have Actions planned.

	Monthly Account Review Section
	

	Number of A/OPCs
	Number of A/OPCs provisioned in PCOLS.

	Number of Primary and Alternate A/BOs
	Number of unique A/BOs attached to Active or Suspended accounts. A/BOs with multiple roles/accounts are only counted once.

	Number of A/BOs meeting current Purchase Card training requirements
	Number of A/BOs with a training date within the past two years.

	Number of Cardholders
	Number of unique Cardholders with Active or Suspended accounts. Cardholders with multiple accounts are only counted once.

	Number of Cardholders meeting current Purchase Card training requirements
	Number of Cardholders with a training date within the past two years.

	Number of Managing Accounts
	Number of Active and Suspended Managing Accounts.

	Number of Cardholder Accounts
	Number of Active and Suspended Cardholder Accounts. Each account is counted, even if one Cardholder holds multiple accounts.

	Number of Convenience Check Cardholder accounts
	Number of Active or Suspended Cardholder accounts marked as Convenience Check accounts in PCOLS.

	Number of Cardholder Accounts with a Single Purchase Limit over $3,000
	Number of Active or Suspended Cardholder Accounts with a Single Purchase Limit value greater than $3,000 in PCOLS.

	Number of Cardholder Accounts with a Single Purchase Limit over $3,000 designated as Warranted Contracting Officer 
	Number of Active or Suspended Cardholder Accounts with a Single Purchase Limit value of greater than $3,000 and the special designation of Warranted Contracting Officer (WCO) in PCOLS.

	Number of Cardholder Accounts with a Single Purchase Limit over $3,000 and not designated as Warranted Contracting Officer
	Number of Active or Suspended Cardholder Accounts with a Single Purchase Limit value of greater than $3,000 without the special designation of Warranted Contracting Officer (WCO) in PCOLS.

	Report Card – Program Health Section
	

	Number of Inactive/Never Used cards
	Number of cards that either don’t have a transaction recorded in the last six reporting cycles or have no date listed as a last transaction date.

	Number of Convenience Checks written during the reporting period
	Number of checks with transaction dates that occurred during the reporting period.

	Number of Convenience Checks written over $3,000 during the reporting period
	Number of checks with transaction dates during the reporting period with a value of over $3,000.

	Number of transactions without an electronic authorization during the reporting period
	Number of transactions with transaction dates during the reporting period without an electronic authorization (i.e. forced transactions).

	Number of accounts with 30+ days delinquency 
	Number of accounts that are 31 or more days delinquent.

	Span of Control Policy Exceptions: Cardholders to A/BO (> 7:1)
	Number of Managing Accounts that have eight or more Active or Suspended Cardholder Accounts associated with them.

	Activity Span of Control Exceptions: Cardholders to A/OPC (> 300:1)
	Number of A/OPC organizations that have 301 or more Active or Suspended accounts associated with them.

	Case Disposition
	

	Valid Transaction
	Number of cases closed this reporting period with a Valid Transaction disposition.

	Contract Payment
	Number of cases closed this reporting period with a Contract Payment disposition.

	Administrative Discrepancy
	Number of cases closed this reporting period with an Administrative Discrepancy disposition.

	Misuse
	Number of cases closed this reporting period with a Misuse disposition.

	Abuse
	Number of cases closed this reporting period with an Abuse disposition.

	Suspected Fraud
	Number of cases closed this reporting period with a Suspected Fraud disposition.

	Lost/Stolen
	Number of cases closed this reporting period with a Lost/Stolen disposition.

	Infraction Category
	

	Number of purchase that exceeded the micro-purchase limit
	Number of times that this infraction was identified in cases closed this reporting period. Reflects closed cases except Valid and Contract Payment. One transaction may result in more than one infraction.

	Number of purchases that were split to circumvent the micro-purchase threshold
	Number of times that this infraction was identified in cases closed this reporting period. Reflects closed cases except Valid and Contract Payment. One transaction may result in more than one infraction.

	Number of purchases that exceeded the Minimum Need
	Number of times that this infraction was identified in cases closed this reporting period. Reflects closed cases except Valid and Contract Payment. One transaction may result in more than one infraction.

	Number of purchases Not for Government User (personal uses)
	Number of times that this infraction was identified in cases closed this reporting period. Reflects closed cases except Valid and Contract Payment. One transaction may result in more than one infraction.

	Number of purchases of Prohibited items
	Number of times that this infraction was identified in cases closed this reporting period. Reflects closed cases except Valid and Contract Payment. One transaction may result in more than one infraction.

	Number of purchases that failed to use or screen Mandatory Sources
	Number of times that this infraction was identified in cases closed this reporting period. Reflects closed cases except Valid and Contract Payment. One transaction may result in more than one infraction.

	Number of purchases that failed to consider Green procurement
	Number of times that this infraction was identified in cases closed this reporting period. Reflects closed cases except Valid and Contract Payment. One transaction may result in more than one infraction.

	Number of transactions without adequate source documentation
	Number of times that this infraction was identified in cases closed this reporting period. Reflects closed cases except Valid and Contract Payment. One transaction may result in more than one infraction.
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