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State of Idaho U.S. Bank card program - questions and answers 
This document outlines questions asked via the Teams chat during the Access® Online training session held the morning of June 14th along with answers from U.S. Bank and the State of Idaho’s Program Administration team.
Questions and answers
1. Q: Was the training from June 14th recorded so we can review it online?
A: Yes. The training on June 14th was recorded and is available on the Purchasing website. 
 https://purchasing.idaho.gov/us-bank-p-card/  
In addition, log into Access Online and click Training to find extensive training resources on all system topics and a link to register for monthly webinars.
2. Q: Are approvers brought over from the old system?
A: Yes. The U.S. Bank Implementation team will set up your system users with similar roles as they had in the old system and provide them with user IDs and temporary passwords. 
In addition, program administrators have the ability to add users or make changes to user profiles in Access Online. For more information on user profiles log into Access Online and click Training > Accounts and Users > User guides > User Profiles. You can run a user list report to see the users set up for your agency by clicking Reporting > Administration > User List.
3. Q: Will there be the ability to have a “single” transaction limit, a “daily” limit and a “monthly” limit for each cardholder?
A: Yes, Access Online has all these limits available. Program administrators can set and update these limits on a cardholder account on the card setup screen in the Authorizations Limits section. For the daily and monthly limits, click the Show Optional Fields link. 
4. Q: We are still using the SCO P-card system to process transactions, correct? Why would we attach supporting documents on the bank system?
A: Yes, the SCO P-Card system is still mandatory to use, and Access Online data will NOT feed into it. It is optional for your agency to use Access Online for cardholders to attach receipts and other documentation, to complete accounting code allocation, or to approve transactions. Any documentation, accounting, or approval done in Access Online will NOT feed into the state’s P-Card system. SCO will continue to load P-Card with transactions from Visa, but this is outside of any approval or accounting done in Access Online. Evaluate your agency’s processes to see if using Access Online for cardholder transaction management would benefit your agency.
5. Q: If they attach documents on the bank system, is it going to be in the SCO system?
A: No, receipts or other documents attached to a transaction in Access Online will NOT feed into the SCO system.
6. Q: Do cardholders need to use PINs?
A: PINs are not required. There may be situations when cardholders need a PIN such as for cash withdrawals or for transactions outside of the United States. A cardholder can set up a PIN when activating the card either by calling the number on the back of the card or online on the Access Online login screen.
7. Q: What is the last day Bank of America P-cards can be used?
A: The last day that Bank of America cards can be used is July 31, 2022.
8. Q: Will we still have access to Works after July 31, 2022, to process any July transactions, or does access to Works end at the end of the day on July 31, 2022?
A: Yes, you will continue to have access to Works. Keep in mind that transactions in July may not get processed until August, so you should continue to monitor your Bank of America statements and pay off any transactions that lag. PA’s will need to monitor statements to ensure all transactions are accounted for. 
9. Q: Is the program administrator able to notify the bank of a fraudulent transaction and request the card be locked, or does it have to be the cardholder?
A: A program administrator who is entered as the Point of Contact in Access Online for the managing account is able to notify the bank of a fraudulent transaction and request the card to be closed and a new one issued to the cardholder. To report a card lost or stolen, program administrators can call Customer Service at 1-888-994-6722 or the Fraud department at 1-800-523-9078. The bank representative will review card activity to determine which transactions are fraudulent.
10. Q: When all the P-cards are sent from U.S. Bank, will they automatically be uploaded to the SCO P-card system, or will they need to be added one by one like we currently do when we get a new P-card?
A: All new cards in the initial state batch will be uploaded for you into the SCO system. As YOU create or maintain cards in Access Online, the card information WILL pass to SCO. So, you will NOT need to add them one by one to SCO.
[bookmark: _Hlk106204443]Q: For “group” cards, can we print a building or program name on the card, or does it have to be tied to an individual’s name?
A: When creating a group card, you can enter a building or program name in the individual’s first and last name field, or both. You must have something entered in the Last Name field or the system will give an error message. Reports show an Account Name as First Name Middle Initial Last Name and a Shortname field as Last Name First Name. Whatever you put in these fields ends up as the first line of embossing on the card. The Organization Name field is the second line of embossing on the card.  
In addition, the state will have a logo on the cards. See the picture below.
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11. Q: Besides the cardholder’s name, will we have a second line like we do now? We currently put our agency name and tax-exempt number.
A: Access Online provides a second line for embossing on the screen where you create a new cardholder account. The field is called Organization Name, and it allows for a maximum of 19 alphanumeric characters.
12. Q: Is there a fee to expedite cards.
A: There is NO fee to expedite cards.
13. Q: Will our agency credit limits be the same as they were for the Bank of America cards?
A: You will set the Monthly limit when you fill out your agency’s cardholder information. Once you are in Access Online, you can customize each cardholder’s spend limits for daily and single purchase limits.
14. Q: Will we continue to use a 28z transaction code when we pay U.S. Bank?
A: Yes, while the sate accounting system is still using STARS, P-Card transactions will continue using the 28z transaction code.
15. Q: Can we add users who can download the statement but not change card limits or request new cards be issued?
A: Yes, we call this an approver or finance view. Their user profile will have a Functional Entitlement Group (FEG) giving them the appropriate access to the system.
16. Q: Will agencies have the ability to do bulk load of all new cards into the SCO P-card application at rollout? Our agency has 600+ cards and manual load could take significant time and effort.
A: U.S. Bank will issue all of the initial cards, and the card information WILL automatically feed into the SCO P-card application. You will not need to manually load them.
17. Q: Can program administrators receive fraud alerts by email as well as cardholders?
A: Yes, through a bulk setup process, where they send an Excel spreadsheet to the bank, program administrators can:
a.  Enroll all cardholders in the same email alerts
b.  Enroll themselves (PAs) to receive email alerts on cardholder account activity
c.  Enroll cardholders AND themselves to receive email alerts (You can register up to 25 emails per account to receive alerts)
18.  Q: Are we only able to pay the statement online? Are we no longer going to SCO Payment Services?
A: If agencies are currently using SCO’s P-card application, you will need to continue to do so. A NEW vendor will be setup in STARS for U.S. Bank to allow agencies to continue paying their statements through Payment Services.
19. Q: We have staff leaving between now and August 1st who have Bank of America P-cards. Will we have a list to remove people who will not need a new card? Conversely, we also have new staff being hired that may need a new U.S. Bank P-card, and we will want to add them to the list. 
A: You will create the list from the spreadsheet sent to you by DOP. If you know the new employee’s information, feel free to add them. Otherwise, add them when you have access to Access Online and when they start with your agency. 
20. Q: Have you pulled the data of our agency cardholders? If not, when will you? 
A: The cardholder information from Bank of America is incomplete and inconsistent with what US Bank will need. DOP will send out a spreadsheet for current Program Administrators to fill in Agency cardholder information. This information will need to include a Date of Birth or residential address. This is a Federal requirement.
21. Q: Is the P-card administrator able to activate the cards? 
A: There is no Access Online program administration task to activate cards. Cardholders can activate the cards by calling the number on the back of the card or by using the Access Online process. If the program administrator has the card in hand and knows all of the cardholder’s information, the program administrator can use the same processes to activate the cards. 
In addition: To activate their cards online, cardholders need to know the 16-digit card number, expiration date and last 4-digits of their work telephone number on the card. To activate their cards over the phone, cardholders need to know the 16-digit account number, 5-digit zip code on the card, last 4-digits that are in the Social Security Number field on the card, and their work phone number on the card.


  
22. Q: What are the steps for a name change on a cardholder account? For Bank of America cards, we had to provide a copy of a driver’s license on letterhead requesting the name change. 
A: A program administrator needs to contact Client Services to update a cardholder account name. We do not require any specific documentation to update the name on the cardholder account. Client Services will update the name and issue a new plastic card with the updated name. The account number will remain the same, so the cardholder can continue to use their existing plastic until their replacement arrives.
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Please gather this information before you call: your 16-digit account number, mailing address, ZIP code, and your business telephone number. You will also be asked to select your Personal Identification Number (PIN). If you are unable to enter all required information, you’ll be transferred to a Customer Service Representative for personal assistance.

1. From a touch-tone phone call 
1-800-344-5696.


2. Respond to each of the following prompts.


3. “Welcome to Corporate Payment Systems. Please enter your 16-digit account number”


4. “Please enter the five-digit ZIP of your mailing address.”


5. “To activate your account, press 1.”


6. “To activate your account, please enter in the last four digits of your social security number.

7. “Please enter your preferred business phone number, beginning with the area code.”


8. Listen to Express Consent notification. Accept or decline the terms to activate your card.


9. “Your card has been successfully activated. Thank you.”


10.  “Please select a new 4 digit Personal Identification Number.”


11. “For verification, please re-enter the PIN you selected.”


12. [image: image1.png]“Thank you. Your PIN has been updated.”
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Activate your card online

You can easily activate your card online without having to call us to activate your
card. If you have a card that uses a PIN, you can also specify and update your PIN
online.

Tip.’ You need to have a valid email address in Access Online before you begin. If
you do not, contact your Program Administrator.

Access Online

Contact Us

Login Welcome to Access Online!
Please enter the information below and login to begin.

* = required
Organization Short Name:*

L]

User ID:*

Password:*

Forgot your password? Card link.

1. Click the Activate Your

Regqister Online

Activate Your Card | Change Your PIN
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Activate Your Card — Information

Enter Card Information

Complete the fields below to activate your card. 2 Type your 16-d igit account number

All fields required unless noted as (optional).

Card Number

3. Specify the expiration date.

Expiration Date

Month v Year

Work Phone

4. Specify the last four digits of
your work telephone number.

Cancel

Activate Your Card — Email Confirmation

All users

Information Submitted. Check Your
Email.

6. Wait for two email
messages to arrive.

If your information matches what we have on file, we'll
send an email to your email address on file with
instructions on how to finish the process. Contact the
number on the back of your card if you don't receive an
email

Go to Login
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Access Online <donotrepl

12:15 PM]

AOD
Card Activation Request
Retention Policy USB 90 Day Delete Default (90 days) v
7. Click the here link.
You requested to activate your card onlig
To activate yougaccg
1. Click here tolgess a unique URL.
2. Enter the passcode, sent in a separate email, to complete the process.
The link and passcode are valid for up to 3 passcode entry attempts. If the passcode is entered incorrectly 3 times, the activation process will be canceled. If this
happens, you will need to initiate the card activation process again from the login page to receive a new unigue URL and passcode.
This is an automated message. For assistance, please contact the number on the back of your card.
U.5.: Cardmember Service, PO Box 6335, Fargo, ND 58123-6335
Canada: Cardmember Service, 120 Adelaide St. W., Suite 2300, Toronto Ontario M5H 1T1
A0 Online <donot 12:15 PN
Card Activation Request
Retention Policy USB 90 Day Delete Default (90 days) Expires 8/20/2019 A

ontinue the process.

Passcode:
123456

The link and passcode are valid for up to 3 passcode entry attempts. If the passcode is entered incorrectly 3 times, the activation process will be canceled. If this
happens, you will need to initiate the card activation process again from the login page to receive a new unigue URL and passcode.

This is an automated message. For assistance, please contact the number on the back of your card.

U.5.: Cardmember Service, PO Box 6335, Fargo, ND 58123-6335
Canada: Cardmember Service, 120 Adelaide St. W., Suite 2300, Toronto Ontario M5H 1T1
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Access’ Online

Activate Your Card — Passcode

Enter Passcode
Enter the passcode sent to your email address.
All fields required unless noted as (optional).

Card Number
#1234 9. Paste the passcode.

Passcode

Additional Contact Information

10. Type your mobile
telephone number
if you want to get
communications
from us.

To keep our records updated, please enter your mobile
phone number.

Maobile Phone (optional)

By providing us with a telephone number for a cellular phone
or other wireless device, including a number that you later
convert to a cellular number, you are expressly consenting to
receiving communications — including but not limited to
prerecorded or artificial voice message calls, text messages,
and calls made by an automatic telephone dialing
system—from us and our affiliates and agents at that
number. This express consent applies to each such
telephone number that you provide to us now or in the future
and permits such calls for non-marketing purposes. Calls
and messages may incur access fees from your cellular
provider.
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Activate Your Card — Set PIN

Set New PIN
12. If yourcard requires a PIN
(e.g., you are authorized to
Al fields required unless noted as (optional). withdraw cash, your card is an
EMV card), then specify your
New PIN new PIN two times. Your PIN
cannot be all zeros.

Enter a new 4-digit PIN number to complete the activation of your

Confirm PIN

Activate Your Card — Confirmation
14. Click the Go to
Login button to log
Card Activation Confirmation in to Access

Vi
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Change your PIN

If you use a PIN for your card (e.g., an EMV card), then you can easily change your

PIN online.
Access’ Online
e Welcome to Access Online!

Please enter the information below and login to begin.

* = required
Organization Short Name:*

Password:*

]
1. Click the Change

Login Your PIN link.

Forgot your passwemms

Register Online

Activate Your Card | Change Your PIN
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Change Your PIN - Information

Enter Card Information

Complete the fields below to update your existingiiiy Type your 16-digit account number.

All fields required unless noted as (optiong

Card Number

3. Specify the expiration date.

Expiration Date

Month v Year
Work Phone
4. Specify the last four digits of
your work telephone number.
Cancel

Change Your PIN - Email Confirmation

Information Submitted. Check Your
Email.
6. Wait for two email

O messages to arrive.

If your information matches what we have on file, we'll
send an email to your email address on file with
instructions on how to finish the process. Contact the
number on the back of your card if you don't receive an
email

Go to Login
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7. Click the here link.

1o a card that's aiready

You requested to change th

2. inter the pa separate el ta campiete the prace

i tha PIN

P it 6, i will| e

i 1o 3 passcodds sntry atle

e fogin page to

Thie Nk il asad ol

i

change process ag
This it an sulomsted message. For asntance, pleass contact The number on the back of yowr card

, ND 581238139
e, W, Sulte 2300, Torento Ontars M%H 111

You requested to change the PIN to a car

at's already 8 . Copy the paSSCOde-

T PIN, please use the pais Bl and un

Passcode:

123456

reel incorrectly 1 tinses, the PN change pros e will be canceled. il thes happens, you will need 10 initiate the MIN

Th link and passe o vl e wp 0 B

AR [ O 0 i W U |G [ 16 7

Th i 4 o e, pledse ¢ i e banch ol yoir cand

wnsage. Fos wuil

WS Cardmember Service, PO Box 6335, Fargo, ND 581236335
Canada: Cardmember Service, 120 Adelaide 3t W., Swite 2300, Toronto Ontario MSH 171
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Change Your PIN - Passcode

Enter Passcode
Enter the passcode sent to your email address.

All fields required unless noted as {optional)

Card Number
1234

Passcode

Additional Contact Information

To keep our records updated, please enter your mobile
phone number

Mobile Phone (optional)

By providing us with a telephone number for a cellular phone
or other wireless device, including a number that you later
convert to a cellular number, you are expressly consenting to
receiving communications — including but not limited to
prerecorded or arfificial voice message calls, text messages,
and calls made by an automatic telephone dialing
system—ifrom us and our affiliates and agents at that
number. This express consent applies to each such
telephone number that you provide to us now or in the future
and permits such calls for non-marketing purposes. Calls
and messages may incur access fees from your cellular
provider.

Confidential
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9. Paste the passcode.

10. Type your mobile

telephone number
if you want to get
communications
from us.

11. Click Submit.

Submit

10
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Change Your PIN - Change PIN

Set New PIN
Enter a new 4-digit PIN number to complete the activation of your card

All fields required unless noted as (optional)

New PIN 12. Specify your new PIN two

‘_7 times.

Confirm PIN

Change Your PIN - Confirmation

PIN Changed Confirmation

]

Learn more: If you are in Canada, then you also need to review and agree to our
privacy policy. Click the Canada Data Privacy Policy link and review the policy.
Click the Agree button.

Activate Your Card — Privacy Policy

Privacy Policy Agreement

[ Back Agrag

Learn more: Program Administrators can track the status of card activation by
running an Account List report.
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Survey

Please take a few minutes to respond to a short survey on our training.



https://www.surveygizmo.com/s3/4757685/Access-Online-Account-Setup-and-Maintenance-Nonbranded
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