
To: State of Maine Purchasing Card Approvers/Reviewers
The State of Maine has selected U.S Bank as its purchasing card provider.  U.S. Bank was chosen for their ability to provide State of Maine with easy access to card transaction data and their many web-based reporting options.  These options, available through the U.S. Bank electronic access tool, Access Online, will aggregate our purchasing information into one comprehensive database, enabling State of Maine to better manage purchasing activities, save time and realize significant cost savings.

However before you can using the new US Bank system Access Online you must complete the following requirements listed below:

1. US Bank has Web-based Training that we are taking advantage of to complete the necessary training at your desk on how to navigate through the new program. 
a. First print the file labeled:  WBT Register Login Info for New Approvers included in the .zip folder with this letter; this is a step by step screen shots instruction sheet on how to register to complete the WBT.  Then go to the WBT link:  https://wbt.access.usbank.com/
b. Once registered you will need to complete the Approver Lesson Modules listed below (which should already be pre-selected for you when you choose your User Type of Commercial Approver during your registration):
· Online Registration and Cardholder – Initiated Setup

· Navigation Basics

· Transaction Management

· Transaction Approval Process

c. As you complete each Lesson Module there will be a few test questions after each lesson to see what you have learned.  Once you have completed all the lesson modules you will then need to complete the Certification Exam located on the Main Menu.  Upon successful completion you will then need to print the completion certificate to prove that you completed all the required Lesson Modules in the WBT.

d. US Bank highly recommends that you set aside ample time to complete the training and the certification exam at the same time that you register, otherwise you will need to contact your Agency Procurement Card Coordinator (APCC) to obtain an additional password that will allow you to login should you need to step away from your desk.

2. The next thing you need to do is read through the Procurement Card Policy in its entirety, then sign the Approver Agreement stating that you have read and fully understand the Policy and that you will comply with the terms and conditions associated with the state procurement card.  The files you need to print from the .zip folder for this requirement are:  SOM Procurement Policy & Procedures; and SOM New Approver Agreement. 

3. Once you complete the requirements stated above in 1 and 2; you will then need to send the printed WBT Exam Certificate and your signed Cardholder Agreement to your APCC, but first make copies for your files.

4. Once these documents have been received and reviewed you will receive your Access Online login UserID and Password.  Once you have your login information you can then go to https://access.usbank.com/cpsApp1/index.jsp and begin using Access Online.
Additionally the new procurement card will not be used for any type of Travel related purchases; those Agencies that have identified a Travel Coordinator will receive a separate card that only the Travel Coordinator can use to purchase airline tickets and secure hotels.  The traveler will still be responsible for filling out the appropriate travel forms and follow the procedures as outlined at the Controller’s website:  http://www.maine.gov/osc/travel/index.htm
The Division of Purchases website:  http://www.maine.gov/purchases/ under “Procurement Cards” also has information regarding the Procurement Card Program for your reference.

The U.S. Bank Customer Service Center can be reached at (800) 344-5696 to assist you with any questions or concerns.  You may also contact your Agency Procurement Card Coordinator if you have additional questions.
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