Frequently Asked Questions

Q1. Can I make a purchase as soon as I have receive and activate my Government purchase card?

A1. Yes.  However, cardholders will also be required to attend the CARE class.  The CARE class is separate from the DCC-W Orientation class because it provides hands on access into the on-line U.S. Bank Purchase Card System.  The class will cover procedures for properly recording, reconciling, and approving your transactions.  Your Agency Program Coordinator will schedule you for the training.

Q2. Why can’t I approve my monthly statement prior to the end of the billing cycle if I know I will not be making more purchases for that cycle?

A2. The CARE system will not allow approval of a monthly statement prior to the end of the billing cycle.  The approval TAB will not enable until midnight on the 23rd of the month.

Q3. Am I required to take the DCC-W Orientation Class even if I have attended Purchase Card training at another agency?

A3. Yes, the DCC-W course is designed to introduce you to the DCC-W staff and ensure that you have been properly trained in purchase card policies and procedures and DCC-W specific requirements.

Q4. What training is required prior to attending the DCC-W Government Purchase Card Course?

A4. Prior to attending class all participants must show evidence of completion of the online DAU course titled DOD Government Purchase Card Tutorial.  Instructions for accessing the DAU Tutorial are listed below:

Click on website – http://clc.dau.mil/kc/no_login/portal.asp
Click on Register – Complete information

Click on Continue

Fill in your type of organization in the other Organization box

Fill in your USER profile

Click on CAMPUS MAP

Click on Learning Center

Click on Course Information and Access

In bottom left box scroll down to DOD Government Purchase Card Tutorial

Take the course – there are 10 modules

Take the test – you must score 70% to get your completion certificate

Q5. Does the Alternate Billing have the same training requirements as the Primary

Billing Official?  

A5. Yes, the Alternate Billing Official has the same responsibilities as the Primary Billing Official and must have the same training as required for the primary.

Q6.  Is it mandatory that you attend the GPC orientation at DCCW, or can video telecommunication be setup outside the NCR to provide the training? 

A6.  Training is required to be provided by DCCW; however, there are exceptions, such as VTC.  Approval for exceptions must be given by DCCW.

Q7.  Can someone serve as an "alternate" cardholder or share a card.

A7.  No.  Only the person identified on the card can make purchases.  U.S. Bank issues a separate card to each cardholder in their own name and with a unique 16-digit charge number.

Q8. GPC card was improperly utilized to make an unauthorized purchase.  How do I dispute the charge with the merchant, so that the charges can be applied to my personal credit card?

A8. Contact your Billing Official and the Purchase Card Division’s Agency Program Coordinator.  Contact the merchant and explain the matter in detail.  Request your billing statement from the APC to take along with any receipts to ensure that the vendor will rectify the information.  The merchant should transfer the charges from the GPC to the personal credit card.  Document all records of actions taken in regard to the improper charges to the GPC by sending an update to the billing official and the APC.

Q9. Are cardholders permitted to pay shipping and handling charges?
A9. Shipping and handling charges should not be paid as a separate cost in the purchase price. Purchases paid for using the GPC should have shipping included in the total purchase price.   For example, if you purchase office supplies and the total is $400.00, the shipping and handling cost should be included in the total price, not an additional charge.

Q10.  Can our office utilize the GPC card to purchase IT equipment, which consists of cables and computers?

A10.  Contact the POC for your agency who will grant the authority to make the purchase of such items.  The agency Directorate should be notified about the purchase of IT products as well.

Q11.  Can I use my card to purchase furniture, computer, or supplies over $25,000?  

A11.  No.  Only the contracting officers in DCC-W have authority above $25,000.  If you have a requirement above $25,000, please contact your contracting officer for assistance.

Q12.  As a cardholder, why is the Transaction Tab in Transaction Management unavailable to me?

A12. To activate the Transaction tab, the cardholder must go to the cardholders account tab and select the billing cycle to activate the tab. 

Q13.  Can I use my Government Purchase Card to rent a bus?   

A13. Yes.

Q14.   I just received the first T-Mobile bill for our new Blackberries.  It includes "Federal Universal Service Fund", "Regulatory Surcharge" and "State 911" fees.  They do not include "taxes" per surcharge.  Are cardholders responsible for this cost?
A14.  Yes.
Q15. Following orientation training, how do I become a billing official or cardholder?
A15.  Following orientation training in order to become a billing official or cardholder, the 

agency must submit a request to create the account or assign the billing 

official/cardholder, whichever is applicable.  A sample memorandum detailing what 

must be included is at page 4-4 in the FY05 Operating Procedures.  E-mail the 

memorandum to GSASMARTPAY@hqda.army.mil or fax it to DCC-W Purchase 

Card Division at 703-695-9750.

Q16. What do I do if I am a cardholder or billing official and I am leaving the agency?
A16. If the billing official is leaving, the agency must submit a memorandum requesting his/her replacement be appointed to the account or request the managing account be closed.  By closing the managing account, all cardholders listed under the account will be closed as well.  The billing official must comply with the DCC-W Billing Official Out- Processing Form included in the Billing Official Package.

If the cardholder is leaving, the cardholder must destroy his/her card in front of a witness and the billing official must submit a note in writing to GSASMARTPAY@hqda.army.mil indicating the cardholder name and account number that should be closed and notify us that the card has been physically destroyed.

Both cardholders and billing officials must ensure that all transactions/statements are certified/approved in C.A.R.E. prior to departure from the agency.

Q17. What is the first available date for certification of my bill in C.A.R.E.?  
A17. The first available date is the day after the cycle date that appears in CARE transaction management. 

Q18. Can I certify in C.A.R.E. from home?  

A18. The C.A.R.E. system may be accessed from home, work or anywhere with Internet access by going to https://care.usbank.com. 
Q19. Can billing officials request a courtesy review of their account? 

A19. Yes, all personnel associated with the purchase card account can request to have a formal review of the account.  New billing officials are especially encouraged to request a review of their account when they come on board.  To request a review, please contact Mr. Morris McIllwain by email at Morris.McIllwain.hqda.army.mil or by phone at 703-693-6333.

Q20.  Can I complete refresher training online?

A20. Yes, refresher training can be completed on-line at the DAU website using the course titled DOD Government Purchase Card Tutorial-Refresher.  Instructions for accessing the DAU Tutorial are identified in A4 above.  However, instead of accessing the  DOD Government Purchase Card Tutorial, you would access the DOD Government Purchase Card Tutorial-Refresher.

