New Government Purchase Cardholder
Onboarding Checklist

Purchase Cardholder Legal
Name (including Middle Initial),
GS Series, and Job Title:

Does the Purchase Cardholder have a Federal Acquisition Certification for Contracting Officer's Representative (FAC-COR)?

Please check: YesO No O

Purchase Card Approving Official
Name, GS Series, and Job Title:

REE Purchase Cardholder Training Directions are available on the REE Purchase Card Axon Page
under Onboarding and Off Boarding Guidance and forms

Training Requirements Completed all training requirements within one (1) calendar year of submission.

USDA Purchase Card Program Policy Training for New Program Participants (All Purchase Cardholders)

USDA Federal Appropriations Law Training (All Purchase Cardholders)

US Bank Access Online Web-Based Training (All Purchase Cardholders)

e Lessons under ‘Get started using Access Online’:

1) My Personal Information

2) Navigation Basics

3) Online Registration

4) View Statements

5) Alerts and Notifications
e Lessons under ‘Work with transactions’:

6) Transaction Approval Process (DOT, USDA, GAO)
e Lessons under ‘Create and run reports and statements’:

7) Reporting

Ethics: Government Purchase Card Training (Non-Warranted Purchase Cardholders only)

AbilityOne Program Training (Non-Warranted Purchase Cardholders only)

Buy Green GSA SmartPay® Purchase Card Blueprint for Success (Non-Warranted Purchase
Cardholders only)

Micro-purchases and Section 508 Requirements (Non-Warranted Purchase Cardholders only)

If convenience checks are requested, the following training must be completed in AgLearn, and a
justification for convenience checks must be provided. See Training Directions for more information.

USDA Convenience Check Procedures for Program Participants

USDA Convenience Check Policy Training

Onboarding Checklist

For ARS locations only: The Administrative Officer (AO) is aware and approves this request.

Complete, sign (digitally preferred), and attach Cardholder Request for Purchase Card Form.

Please combine all Certificates of Completion, the Cardholder Request for Purchase Card Form, and this onboarding
checklist together in a single PDF file and send to the Purchase Card Program and Oversight Branch (PCPOB) by
entering a request in the AFM Customer Service Portal (AFMCSP) under the Acquisition Tab, Record Type “Purchase
Card”. If you do not have access to the AFMCSP please contact your Administrative Officer for assistance.



https://axon.ars.usda.gov/APD/Pages/Purchase-Cards.aspx
https://www.dm.usda.gov/procurement/ccsc/docs/forms/CCSC%20Purchase%20Card%20Request%20Form%20Fillable03222017.pdf
https://www.eauth.usda.gov/Login/login.aspx?zone=z2&TYPE=33554433&REALMOID=06-43bfd648-a992-4e8b-9d70-8c9a5e93313b&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-Ede3ShhUOElp5Gy1lgw%2frNeeh9NpZTSp54R90f%2flhMvz%2fm8iQ%2blXVSdNYHcMBvyQaxgkufK15wmc6x8blUeiom%2bUIjxg%2fVjeUBhNWssHwtPxzQmQk0wl8ecwtH0OxDSh&TARGET=-SM-HTTPS%3a%2f%2fwww%2eeauth%2eusda%2egov%2faffwebservices%2fredirectjsp%2fredirect%2ejsp%3fSAMLRequest%3dfZJbc6owFIX-%2FCpN3LiKohyl2UBAvKCLg7aWDEBQKCSXc9NeXyulMz8PpnslDZu-%2BstZJ8L69NmlAVzEmEkQx6DAcoiHwcROgqA9eZ0SPwOn4hXppkklIWN7SDHyUkBdWeQ0R6NmRQ5kjCHomIhLwUEqnwJVtZGxLPcFKW4wL7OAGUQgjMi9ZoihEpU5jbMK8iH7o7Qwa3osiIxLIlCTwmxLkPGR-%2Bn7BbnhZewCb5G6JVgmeNUl-%2Btqqb6bgFLbMBHyimf-%2Bb5G6rhnotXGZp9wVV6wXhjW8kM6RsFl5SSKf-%2FcrPE4IBtVBl8MZPlbb2eVOeE2GtjepAVep1tzjr8c5-%2FtR9J9jZHs0PoTl0URvNsM8uW6TK55yit-%2FCCZr6zeo3-%2Fx-%2Fc18-%2BKiE81Y4DuLHn8txFSen2QZudedk7QS7Ed1yOXXMRfF-%2BSM73ntCLnF0wC-%2BwqN1HI7XX9QLhJNdQ2ZHUQg8nKCLkargbq-%2BiNQvKTaN6uHZfh8clo3ujuNyfy-%2B0LmAbnTl5vPYEit6dI4bZz3BMXcYGYNcV4w6rPfxsWzvJS6yAYpMa9jY0yHxRrMGnlT9ujG1FImZYZvWLcuVy0F785f3-%2BNwcad3hNcETBat9LUJKuECk8FAhA57rDWmOp-%2Fme0xtIfVEShwzX758Btf37-%2BZMIdUj9RsqlGyLS3HG29Na0HUDtv9FsB0AHovQ0z38Q-%2BLus940dGP8Hsp2mvbA-%2FpMfd7l-%2Fix58-%3D%26RelayState%3d-%2FPortal-%2Fhome-%2Fhome%2ejsp%26SigAlg%3dhttp-%3A-%2F-%2Fwww%2ew3%2eorg-%2F2000-%2F09-%2Fxmldsig-%23rsa--sha1%26Signature%3dkrlEzQjfh-%2BgGLWehArmD3R2QprchlxrvO108-%2B-%2Ft8TOVDWwWTqlzuiazGTXvWyNdM0TF-%2FPA2oXu2bnlzzCgNDzzMKP9TDSuEHSXYl9PBbA7imnLjnZjDL6pewqMfpoJ4G72KjCSWdWWlrWI5fRmQG4-%2FzvpVICiXBGepcyOvyxtPyRHmV3x40wxk8xRf1sNSjH9nqUDwT9dfowODjRlj7KwwWGdniIPYoiUjm97po56zzxsf2585hVCRoFPrcrnBTVF4V8Pn4a97o5iHKn2TVvq09GVLDKHCS5VsaL-%2FiZCaqCljDurBuTYisgGOPApdjrklwtCgoxYNvl6qatG4WYSbQ-%3D-%3D%26SMPORTALURL%3dhttps-%3A-%2F-%2Fwww%2eeauth%2eusda%2egov-%2Faffwebservices-%2Fpublic-%2Fsaml2sso
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