APPROVING/BILLING OFFICIAL INSTRUCTIONS

TRANSACTION MANAGEMENT MODULE PROCEDURES

GENERAL:

1. Responsible for day-to-day administration of the Government Purchase Card (GPC)

 program, which includes ensuring that the use of the cards is within installation guidance and guidelines via the DOA and Fort Lewis DOC Standing Operating Procedures (SOP).

2. Ensure that you remain within the Approving Official/Cardholder Matrix of 1/7 per

 the DOA SOP.

3. Has fiduciary responsibility for approving and certifying purchases made under the 

program.  This responsibility includes ensuring monthly spending limits are set in accordance with approving budget.

4. Shall review, verify, and reconcile cardholder statements of account (SOA) for

 accuracy and completeness.  Will ensure cardholder approves SOA within three working days after the close of the billing cycle.

5. Certify billing account statement (BAS) in CARE within five working days after the

 end of the billing cycle.

6. Approving/Billing Officials (AO) must notify A/OPC of cardholders who have

 retired, separated, reassigned or whom no longer need a purchase card.

7. Ensure cardholders allocate all purchases to the proper accounting code.

8. Will ensure an Alternate Approving/Billing Official is available to perform the AO

 functions in the absence of the Primary AO.

9. The AO shall not be the Resource Manager (RM) responsible for his/her funding.

NOTE:  The cardholder must approve their transactions and statement for that cycle before the Approving Official can certify the statement.  If this function is not performed by the 15th calendar day following the cycle cutoff date (23d of each month), the Approving Official must perform the task. 

APPROVING/CERTIFYING TRANSACTIONS IN CARE:
Access the CARE secure web site by typing the following address: https://care.usbank.com. Be sure you type the "s" after http.  The first page you will encounter is the License Agreement.  Click "I agree" at the bottom of the U. S. Bank CARE License Agreement.

Type in your User Name and Password correctly. If you attempt to enter your User Name and Password three times, incorrectly, CARE will lock you out and you will need to call them at 1-800-994-6722 to have your password reset.

Click "Logon".  The system will prompt you to change your password the first time you log on and every 30 days after that.  Your new password must be 8-12 characters in length and at least one of these characters must be numeric.

The next screen will have several selections listed on the left side of the screen.  To work with your BAS, click "Transaction Management Module" and be very patient.  It may take several minutes to load.  You may receive a message asking if you wish to load the Transaction Management Module.  If you do, click yes.  If you do not have Java Script and MSVM enabled on your computer, your account information will not load when you make this choice.  You will need to contact your System Administrator to perform this function.

NOTE:  If, for some reason, you receive other errors while accessing the CARE system, call CARE Customer Service and ask for the Technical Help Desk.

After loading the Transaction Management Module, you will have four tabs across the top.  They are the Managing Accounts Tab, Cardholder Accounts Tab, Transactions Tab, and the Transaction Log Tab.

Your name or the name of the Primary AO will appear under the Managing Accounts tab.  If you have more than one account, you will work one at a time.  Once you click on your name/account number, the system will work for a few minutes and you will see a new page to the right that lists all your statement cycle dates for that account (CARE only goes back 6 cycle dates).

Select the cycle date.  By doing this, the Cardholder Account tab will light up. Click on that tab.  It will open a new page listing all of your cardholder accounts under the managing account.  By clicking on a cardholder account, it will light up the Transactions tab and the Transactions Log tab will light up.  Click on the Transactions tab, a new page will open listing all of that cardholder’s transactions for the current billing cycle.  By clicking on the Transactions Log tab, another page will open listing the information the cardholder has entered regarding that transaction, which is mandatory.

If you wish to view the cardholder's transactions or if you are acting on the cardholder's behalf due to leave, TDY, etc., continue as follows.

After selecting the cycle date on the Management Accounts tab, click the Cardholder Accounts tab.  Select the cardholder account.  In the upper right corner of the screen you will see "Acting on behalf of Cardholder".  If you need to approve the transactions and statement for the cardholder prior to certifying your statement, you will change the answer to "Yes." Remember to change it back to "No" after you complete the approvals.  Note:  You will not need to do this if it is 15 days after the end of the billing cycle.

 Select the cycle date of the current statement and the cardholder account to be worked and click the "Transactions" tab.  The system will retrieve the transactions for the selected statement.  Work each transaction separately using the following instructions.

Check with your budget analyst to determine if you need to reallocate your purchases to a different line of accounting.  If you are DO NOT reallocate, you will simply check the data for each transaction against the receipt in your file.  If the data is correct, click the "Approve" button.

If you do reallocate, select the "Reallocate" button.  The system will bring up the transaction reallocation screen.  If no part of the transaction is to be allocated to the default line of accounting, you will delete the Default Accounting Code Allocation.  The system will return with a dialog box asking that the delete be confirmed.  Click "Yes." Highlight "new entry" to allocate to alternate accounting code.  Select the appropriate Alternate Accounting Code for reallocation, from the drop down box in the upper portion of the page.  Set the amount of percentage of transaction to be reallocated and click OK.  Process the reallocation by clicking "submit." The system will change the reallocated transaction status from "Pending" to "Approved". 

In case you must dispute a transaction, you may also do this electronically.  There is a "Dispute" button you can click instead of "Approve".  If the cardholder or you have contacted the vendor and they will issue a credit to appear on next month's statement, DO NOT DISPUTE!  Follow the same guidelines you did with the paper process.  When you dispute, the amount is automatically deducted from the statement for that month.  You have 60 days to dispute a transaction.  This will show in CARE as “Dispute” instead of “Approved”.  Continue with the remaining transactions until all have been approved or disputed. 

To APPROVE the Cardholder SOA: Click the Cardholder Accounts tab.  The system will return the cardholder's accounts screen.  Click "Approve" to approve the cardholder's statement.  The status will change from "Unapproved" to "Approved".

To CERTIFY the BAS: Click on the Managing Account tab.  In order to certify the BAS for payment, all cardholder statements assigned to your managing account must be approved.   The certify button will be lit up and you can click on it which will certify your managing account and send it to DFAS for payment.  The status will change from "Unapproved" to "Certified".  You have completed the certifying process.

NOTE:  ALTHOUGH YOU CAN REVIEW AND APPROVE CARDHOLDER PURCHASES ANYTIME AFTER THE BEGINNING OF THE BILLING CYCLE – YOU CANNOT APPROVE THE CARDHOLDER SOA NOR CAN YOU CERTIFY YOUR BAS UNTIL THE END OF THE BILLING CYCLE

You are now ready to log off the system.  Click on the "X" in the upper right corner or "Log out" on the bottom left of the next screen.  You may receive a message saying "You are about to be redirected to an insecure site." Click okay and "X" in the top right corner of the next screen.

PRINTING IN CARE:  There is no print button in CARE.  To print in CARE, press PRT SCREEN button, click on the Excel Icon (X), when the spreadsheet opens, click paste (either right mouse button or on toolbar); then click on File and then Print.

GLOSSERY:
A/OPC or APC – Agency/Organization Program Coordinator

AO – Approving Official

BAS – Billing Account Statement: Approving Official’s Billing Statement

CARE – Customer Automation and Reporting Environment

CH - Cardholder

RM – Resource Management

SOA – Statement of Account: Cardholder’s Statement

