CUSTOMER AUTOMATION AND REPORTING ENVIRONMENT

a. BACKGROUND AND REQUIREMENTS

1. C.A.R.E. is a web-based electronic access system developed by U.S. Bank.  It provides electronic invoicing and electronic payment.  C.A.R.E. implementation for DCC-W began with one of our major Army customers.  In February 2003, we began implementing C.A.R.E. for our Headquarters Air Force agencies.  Agencies that have implemented C.A.R.E. are no longer paying for bills by paper.  As of October 2003, the Office of the Secretary of Defense agencies began implementing C.A.R.E.  The C.A.R.E. system may be accessed from home or work by going to https://care.usbank.com. 

2. DFAS, Purchase Card Program Management Office, Army, DISA and U.S. Bank have implemented the purchase card through an EDI process of which C.A.R.E. is a part.  This initiative offers significant benefits to both the acquisition and financial management communities.  EDI is a computer-to-computer exchange that will significantly increase purchase card rebates and significantly decrease errors and reduce costs associated with processing invoices and payments manually. 

3. Every agency shall implement C.A.R.E.  The DoD Purchase Card PMO office has the responsibility to coordinate the fielding of C.A.R.E. for our agency.  DCC-W provides training for all cardholders and billing officials.  As each agency implements C.A.R.E. the list of training dates for the respective billing officials and cardholders will be provided.  User ID and Password access codes will be provided during the C.A.R.E. training class.  No sharing of user ID’s or passwords is allowed.  Everyone will be required to have his/her own password and user ID to access the system.  To be scheduled for training, please contact DCC-W at gsasmartpay@hqda.army.mil  and DCC-W will schedule the member for the next available class.  An email confirmation including the time, location and date the training will be held will be sent when the class has been scheduled.

4. C.A.R.E. SYSTEM REQUIREMENTS are Internet Explorer 4.01 or higher with 128-bit data encryption, Pentium 120MHz or faster, 32 MB memory, 64 MB recommended to run reports, Windows 95, 98, NT 4/0 or higher.  Be advised that administrator rights to download software programs or updates are required.  In other words, when you go into C.A.R.E. for the first time, (and anytime there is an update), and click on Transaction Management, your system may appear to hang/quit.  When this happens, you need someone with “administrator rights” to log in, then you will open internet explorer, go to the C.A.R.E. website and log into C.A.R.E., then click on Transaction Management and this will allow you to download the java applet  and software updates.  Then just log out of C.A.R.E. and log the administrator off and you can log back on as normal.  Again, this is only required for the first time and after any software enhancements made by U.S. Bank or your system administrator.

b. ACCESSING C.A.R.E


1. Click on the C.A.R.E. Website - https://care.usbank.com/
2. Once in web site, the screen will show the License Agreement that was approved under Government contract and is accepted by all C.A.R.E. users; Click - I accept.

3. Enter your user name and password.

4. Once you get into C.A.R.E., click on the Transaction Management Module.
5. Four tabs will now be shown at the top of the screen for Billing Officials: Managing Accounts, Cardholders Accounts, Transactions and Transaction Log.  Three Tabs will be shown at the top of the screen for Cardholders: Cardholder Accounts, Transactions and Transaction Log.
(a) Managing Accounts:

(i) Billing officials/alternate billing officials are required to certify the invoice within 5 business days after close of the billing cycle.  Billing officials will no longer receive the hard copy invoice in the mail each month.  The billing cycle for DCC-W is from the 23rd of one month to the 22nd of the following month.  Billing officials will not be able to certify the invoice until all their cardholders have approved all transactions and have approved the statements.  No one other than the billing official or their alternate can certify the bill for payment.  DFAS will submit payment to U. S. Bank in no more than 10 days after the billing official certifies the invoice for payment.  The billing official invoices will now be maintained electronically.  It is not necessary to maintain hard copies.

(ii) To certify your invoice – Select the Managing Accounts tab, highlight the Primary Billing Officials name and Managing Account Number, and then select the Billing Cycle.  Click the Certify button at the bottom right of the Managing Accounts tab.  Clicking the Certify button denotes your electronic signature for payment by DFAS. 

(b) Cardholder Accounts:

(i) Cardholders are required to approve their statement within 3 business days after the close of the billing cycle.  Cardholders cannot approve the statement prior to the close of the billing cycle.  Cardholders must reconcile all transactions (credits and debits) before they can approve the statement.  If there is a pending cardholder transaction on the transactions tab, the approve button will not highlight for the billing cycle and you will not be able to approve. 

(ii) To view your cardholder - Click on the Cardholder Accounts tab.  Cardholders without transaction activity for 6 months will automatically be deleted from access to the C.A.R.E. system and will be removed from the billing officials’ view. 
(iii) To approve the cardholder statement - Click on the Cardholder Accounts tab and select the cardholder.  Click on the approve button at the bottom right side of the Cardholder Accounts tab.  Clicking this button denotes your electronic signature for further processing.

(c) Transactions:
(i) Cardholders can approve transactions immediately after they post to the account.  If a transaction posts to the account every day, a cardholder can approve the transaction every day up to the close of the billing cycle.  Cardholders are locked out after 15 calendar days after the close of the billing cycle.  If lock out occurs, only billing officials and alternate billing officials are capable of approving the cardholder’s transactions.
(ii) The transactions tab shows all the purchases made by your cardholders.  The transactions tab is the Cardholders SOA.  Cardholders will no longer receive the hard copy statements in the mail each month.  Cardholders will view transactions on-line as they post to the account.  All transactions are posted to the account in a pending status.  Cardholders can approve/reconcile transactions as they post to the account (throughout the month).  All transactions need to be approved by the cardholder each month.  Immediately after you approve the transaction, provide your billing official with your receipts and any other supporting e-mails or documentation required to make the purchase.  The purchase log and the cardholder statements are now maintained on-line, and it is not necessary to maintain hard copies. 

(iii) To view the cardholder transactions – Click on a Cardholder Accounts tab.  Select a cardholder and a month billing cycle.  Click on the Transactions tab.

(iv) To approve the cardholder transactions – Click on Cardholder Accounts tab.  Select a cardholder and a monthly billing cycle.  Click on the Transactions tab.  Click on a pending transaction and, at the bottom of the screen, click on the Log Detail tab.  Click the reconcile button to reconcile the purchase log entry with the posted transaction.   

(d) Transaction Log:

(i) The C.A.R.E. transaction log is the purchase log that cardholders are required to maintain.  To create and maintain the purchase log – Click on Cardholder Accounts tab.  Select a cardholder and a monthly billing cycle.  Click on the Transaction Log tab.
(ii) Cardholders are required to create a new log entry immediately after making a purchase.  The manual DCC-W purchase log is no longer required for accounts that have implemented C.A.R.E.  Cardholders are required to enter the following data:

NOTE: For cardholders with $25K purchase limits, the Comment section is where you will list the information that is required for Contract Action Reporting (See Chapter 14).
A. Transaction Date.

B. Date Received.

C. Merchant Name.

D. Transaction Amount.

E. Requestor Name.

F. Shipped To (if address is different from the cardholder’s physical address).

G. Comment – please provide a brief description of the items purchased.

6. Web Based Training:  C.A.R.E. also provides billing officials and cardholders the capabilities to generate reports.  Please refer to the latest edition of the U. S. Bank Cardholders C.A.R.E. User Manual.  To access the user manual you will have to go to the U.S. Bank training website at https://wbt.CARE.usbank.com.  Enter the user name: usbank.  The password changes every 45 days.  To get the latest password, please contact your DCC-W APC or U.S. Bank help desk directly at 888-994-6722.  Once you access the site, click on the following:

(a) Cardholders select Cardholders module.

(b) Billing officials select Government Program Manager and then select Government CPP.

(c) Select Docs for the U.S. Bank Training Manuals.

6-1








6-2








6-3








� HYPERLINK  \l "TOC" \o "Table of Contents" ��Back to�Table of Contents�





6-4








