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· U.S. Bank - Government C.A.R.E., Customer Automation and Reporting Environment, is an online reporting system designed for government customers to save time and money. An effective and efficient program and cardholder management controls

· Secure and protected environment 

· Round-the-clock access 

· Integration with the Government’s financial system 

· Pre-defined and customized reporting options 

· Exclusive web-based Training (https://wbt.care.usbank.com)

· WBT Userid:  usbank  & Password: learn  (password changes periodically)

· Transaction management 

           C.A.R.E. on line website is: https://care.usbankcom 

A-1   LOGIN/PASSWORD/TRANSACTION MANAGEMENT OVERVIEW

After logging in, click on “I ACCEPT”.  
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The next screen will be the LOGIN screen.    You must enter your username and password.  (The first time you enter your password given by U S Bank, you will be prompted to change your password.  It must be eight to twelve characters with at least one number and no special symbols (@ # $ %).  Cardholders will be prompted to change their password every 100 days.  All others (AOPCs, BOs, and RAs) will be prompted to change their passwords every 30 days.

This is the screen cardholders will see.  The high level tasking is the green area where the functional hyperlinks are.

Transaction Management: This is where accounts can be viewed, reconciliation/approval, disputes and reallocation of each transaction posted under the Transactions tab takes place and approval of the overall statement is accomplished each cycle under the Cardholder’s tab and Consolidated statement approval is capable under the Managing Accounts tab for billing officials.  AOPCs and RAs have view only capability under the Transactions Tab.
Reports:  Cardholders can print their monthly statement giving them their full activity for the cycle.

Administration is used to change your current password at will or when you feel your password has been compromised.
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B-1.  MAKING A LOG ENTRY IN TMM

Click on “Transaction Management” under the high-level task and wait while the applet loads.  

If you have more than one account, they all should appear.  If not, call the GPC section and ask them to link all your accounts to your C.A.R.E. userid.  


Next, select the account by highlighting it with the cursor. 


Six months of cycle dates will appear to the right (current + five previous cycles). Now, select the cycle you wish to view, reconcile/approve or dispute.  If a previous cycle has already been reconciled and approved, you can only go back and dispute, if it is within the 60 days. The “DISPUTE” button will be lit.  

Click on the cycle date you choose to work in.

Then click on the “Transaction Log” tab. The Transaction Log is the OFFICIAL log for cardholders to add detailed information about a transaction that has or has not posted.  This is a “LIVE” log.  After you enter transactional info, you can return, review or edit your log entries at any time.  
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The “Log Detail” is where the transactional

data is added as a log entry. In order for the “ADD” button to light up, there are three fields that MUST be filled in (Transaction Date, Merchant and Amount).  ALL MANDATORY FIELDS HAVE A RED ASTERISK (*) BESIDE IT. 

1.  Enter the transaction date of the order.  Click on the square, which is a calendar next to all the date fields.

2.  Enter the merchant/vendor name.


3.  Enter the transaction amount.


4.  Requestor Name (The person who asked the cardholder to acquire the purchase)


5. Transaction Method (In person, fax, internet, etc.)

6.  In the Comment block, you can put in your authorization numbers, GSA contract number, COMM CSRD, and any other prior approval/ coordination numbers and an item description.

7.  After all pertinent info is entered, click the “ADD” button and you will have a log entry.

NOTE:  Cardholders MUST retain ALL receipts, waivers, CSRDS, and other supporting documentation for 3 years after final payment.
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The item is now a transaction log entry.  When you click on the log entry, you may edit it and the “UPDATE” button will show or if you no longer want the purchase, you may remove the transaction by clicking on the “REMOVE” button below the update button.
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NOTE:  If your Billing Official requires you to also maintain a separate spreadsheet, you can print the spreadsheet as your hardcopy of the log.  HOWEVER, inputting the data into the Transaction Log in C.A.R.E. is MANDATORY.  If you are printing a separate spreadsheet log, you can reconcile your account at any time during the cycle after the charges appear on the Transactions tab.

RECONCILING/APPROVING A        CARDHOLDER ACCOUNT

Once you are logged into C.A.R.E. click on the high level task “Transaction Management”.  Select the card/check account you wish to work on then select the billing cycle that has “Open”.
Click on the Transactions Tab.

This tab is your official statement of account that lists all the charges US Bank has posted to the account received from merchants who has authorization to receive payment against your card/check.  If the bank posts partial charges, or multiple charges, you must go back and edit the Transaction Log to adjust your log to match the posted partial transactions charged.  (This is common practice for GSA or UNICOR purchases)

To begin reconciling/approving charges, click on the transaction you want to reconcile/approve, and then click on the Log Detail tab.  The Log Detail is the fourth tab at the bottom of the screen.   

NOTE:  CARDHOLDERS MAY RECONCILE/APPROVE THEIR TRANSACTIONS ANYTIME DURING THE CYCLE.  THIS IS THE PREFERRED TIMEFRAME.

(IF TRANSACTIONS ARE RECONCILED AFTER CYCLE CLOSE (25TH OF EA MONTH) THE CARDHOLDER ONLY HAS 15 DAYS LEFT TO RECONCILE/APPROVE THOSE TRANSACTIONS).
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This cardholder is now ready to reconcile the transactions posted against their account.  Cardholder compared the vendor charges posted under the Transactions tab and checked them against her Transaction Log and found/adjusted her log entries to match the posted bank entries.  For this example we are reconciling a Servall charge for $10.60.


Once you have highlighted the entry you want to reconcile, click on the “RECONCILE” button located at the Log Detail tab.

NOTE:  Notice the fields in the Log Detail tab are currently blank and the status is “Pending”.


Once the cardholder clicks on the RECONCILE button, the system does a “BEST MATCH”.  It finds the transaction on the log that matches the posted transaction based on dollar tolerance (transaction amount) and not by merchant or trans date.    


This part of the screen shows the entry the computer believes to be a “best match” for reconciliation.  Pay attention and verify that this is actually the item from the Transaction Log you want to reconcile.  If the system chose the incorrect log entry, click REMOVE.  Then choose from the available log entries below the “best match from the transaction log” hilight the correct entry and hit “ADD” button, which is next to the REMOVE button.  
When you are definitely sure the correct transaction is chosen, click the second reconcile button.
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The system will now append the information to the posted transaction by taking the log entry from the Transaction log and making it a permanent part of the posted transaction. It will also change the status from PENDING to APPROVED. The cardholder has now “reconciled” and the item is removed from the Transaction Log.

As you can see, the Log Detail tab now has data in it.  If you also had entries in the Log Line Item Detail tab, it too will now be filled with the data.

If cardholders manually input data into the Log Detail at the bottom of the Transactions screen, if they do not properly reconcile, they must click on “Save Log” button to complete the action.

The cardholder can now continue to reconcile the remaining transactions under the Transactions tab.
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NOTE 1:  After you have reconciled all the transactions posted to the Transactions tab, the only items remaining on your Transactions Log should be those that have not posted to the Transactions tab.  Also, you may have remaining entries from partially charged transactions, or new transaction entries.

NOTE 2:  Credits (refunds from the merchant) are reconciled just like a routine transaction.  The credit is entered on the transaction log with a (-) sign in front of the dollar amount (example:  -23.84) and when it posts under the transactions tab, the reconciliation procedures are the same as a routine transaction.
D-1.  APPROVING REBATES

The bank directly posts rebates quarterly to the cardholder’s account. 

To APPROVE REBATES:

1. Click on  “IMPAC REBATE” posted to the account.  

2. Click on the Transaction Detail tab
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      3.  Click the Approve Button.

(This is the ONLY time the APPROVE button 
under the Transaction Detail tab is used).

E-1.     CARDHOLDER STATEMENT APPROVAL

After the cardholder has reconciled all the transactions for the billing cycle, you may now proceed to approve your overall statement.  In order for the cardholder to approve his overall statement, there are TWO CRUCIAL checkpoints:

1.  Verify that ALL transactional status is either APPROVED or DISPUTED.  Cardholder can’t approve overall statement if any transactions are in a PENDING status.

2.   Cardholders can only approve overall statement AFTER cycle close (25th of the month).  Cardholder has 15 calendar days after cycle close to approve overall statement.
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F-1.  PRINTING CARDHOLDER CYCLE DETAIL

NOTE:  If billing officials would like a paper copy of the cardholder’s cycle activity, this is made possible through Reports.  Billing officials can have the cardholder print this statement, sign it, attach all pertinent receipts and provide it to them to be filed.

After you login, click on REPORTS.



If you have more than one account, click the down arrow and select the account you want to work with.

Click OK
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Select the Cardholder Full Transaction Detail from the drop down menu.

The report you want to select is “Report By: Cycle End Date”.

From the drop down menus, select the appropriate cycle Month and Year, or you can choose a range up to three months.

You can select the “No” radio button for Show Allocation or you can select “Yes” and it shows all the accounting classification data for your purchases.

For the Report Output, you can select any one of these.  For the best print and legibility, I suggest selecting the “PDF” radio button.


Now you can click on “SUBMIT” to generate the report.
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This is the Cardholder Full Transaction Detail report the system generates.  It has all the required data and is very easy to follow. Click on the printer image to print the page and change the Printer’s page layout to  “Landscape” when you are ready to print so that all the information is available to you
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STOP!!!!!  YOU HAVE NOW COMPLETED THE CARDHOLDER’S CARE PROCEDURES………………………..

2. BILLING OFFICIALS C.A.R.E. TRANSACTION 

A-2    LOGIN/PASSWORD/TRANSACTION MANAGEMENT PROCEDURES
Billing Officials are responsible for all cardholders established under their Managing Account and must ensure that the use of the card/check is legal and authorized.  CARE gives Billing Officials the tools (Transaction Management, Reports) to accomplish this task.  All information is real time and available 24 hours, seven days a week.

Billing Officials receives a Userid and Password to 

Log into CARE just as the other authorized users.  Once into the system, you too will be able to execute certain functions when you enter into the TMM environment.  TMM allows the billing official to review, approve their consolidated summary statement, and reject transactions back to the cardholder.  CARE also allows the billing official to act on behalf of a cardholder (the system treats that person as the cardholder and allows the authorized individual to approve and dispute transactions when the cardholder is not available to do so).

Click on Transaction Management and wait while the applet loads.

Enter your Billing Official account number here (16 digit Managing Acct Number; 417630455-------).
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The Managing Account tab displays the Managing Accounts you have access to.  If you have more than one account, they all should appear. Highlight the account and then click on the cycle you wish to review.  If all the accounts are not shown, call the GPC section and ask them to link all your accounts to your C.A.R.E. userid.  

Six months of cycle dates will appear to the right (current + five previous cycles). Now, select the cycle you wish to view.


You will also notice that the “Cardholder Accounts” tab is highlighted.  (A billing official statement is comprised of all the cardholder statements linked to the managing account based on the userid).


Click on the Cardholders Accounts tab to view the accounts linked to the managing account.

You will note too that the Managing Account Summary Information is populated.  This summary will tell the number of cardholder account(s) that is pending, approved, or rejected.  It will also give you the number of transactions pending and approved, to include the amount pending and approved and the status of the cycle. 
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If you must act on behalf of the cardholder, activate the control in the upper right corner of this tab, click on the drop down arrow and choose “Yes”.  

When you click on the cardholder’s tab,

the Transaction and Transaction Log tabs 

will light up.
B-2.  ACTING ON BEHALF OF CARDHOLDER


Next click on the Transaction tab.  If you are acting on behalf, the system will treat that person as the cardholder and allows the authorized individual to approve and dispute transactions when the cardholder is not available to do so.  The Transactions tab is

the official statement of account and takes 

the place of the paper statement. All charges, credits and rebates will post to this tab placed by vendors and US Bank to the cardholders account.

When a billing official acts on behalf of a cardholder, they can approve/dispute transactions anytime during the cycle, and they only have 15 days after cycle close to approve a cardholder’s statement.  This is called Second Level Approval.
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Click on the Transactions Log.  DoD has stated this is the OFFICIAL CARDHOLDER’S LOG. ALL CARDHOLDER MUST UTILIZE THIS LOG! 

All required data has been entered (Trans Date, Merchant, Trans Amount and Requestor Name).  Other data required is:  Date Received, Trans Method, Authorization # and any comments.
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C-2.  REJECTING A CARDHOLDER’S TRANSACTION

A transaction can be rejected by the billing official if (s)he is unfamiliar with the purchase, didn’t authorize the cardholder to make the purchase, or maybe the cardholder didn’t reconcile properly.

Billing officials only have 15 days AFTER cycle close to REJECT cardholders’ transactions.

Once you login into CARE and enter into Transaction Management, select the account and cycle date.
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Next, click on the Cardholder’s Tab and choose the cardholder’s account.
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After choosing the cardholder’s account, click on the Transactions tab to display the selected cardholder’s transactions and click on the transaction you want to “Reject.”  Look down to the bottom right hand corner under the Transaction Detail tab and you will see the Reject Key.
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Click on Reject and it will give you several reasons to reject a transaction.  Choose one and you will note a “Y” in the Rejected column and the code you chose will be in the Reject Reason Column.  CALL/EMAIL THE CARDHOLDER to let (s)he know you rejected a transaction back to them.
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D-2.  APPROVING THE BILLING OFFICIAL ACCOUNT
Billing Officials can’t approve their overall statement if ANY cardholder accounts are in an “UNAPPROVED” status. BILLING OFFICIALS HAVE 30 DAYS TO APPROVE THEIR ACCOUNT(S) ON LINE OR THEIR ACCOUNT(S) WILL BE SUSPENDED.

Once your cardholders have approved their accounts, now it is time for the Billing Official to approve their Consolidated account(s).  Billing Officials should integrate  “checks and balances” for proper expenditure of Government funds and approvals.  By approving the account, you are agreeing the funds were spent properly and only for authorized and official requirements.  To approve your accounts, please follow the steps below.

Log into Transaction Management and click on the account and cycle you want to approve and if all cardholder accounts have been approved, you can now click on “APPROVE” in the upper right corner of the Managing Account Summary Information.
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E-2.  OPENING/DOWNLOADING B/O MONTHLY SUMMARY REPORT

As a BO, you or your Resource Advisor may need to track or look-up the expenditure of funds for certain periods of time.  You can print a report that shows how much is spent using the following procedures.

Click on Reports

Look under “Summary Reports” and click on Monthly Transaction Summary

Select the report you want to run.  To get your monthly BO report click on the first selection.
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If you want to manipulate the report, choose Excel.  If you just want info for read only and to print, select PDF.

Click Submit.


Now you must identify the account you want to print.  Select your “Level 5” number (same as company number).


This is the report you will receive.  It is a combined listing of all your account holders for the period of time specified.  As you can see, there is a lot of data on the report you may not need.  You can “resize” the columns to save space and even hide/delete columns you don’t need (such as Level 6&7) so you can print your report.  (Once you have the info you need you may have to print as “Landscape” under page setup.)
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STOP!  YOU HAVE COMPLETED THE BILLING OFFICIAL’S CARE PROCEDURES…

Click on “CARDHOLDER ACCOUNTS” tab and select card/check account number.





Approve the cycle by clicking on the “Approve” button.





Select the cycle
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