
Program Administrator Check List 1 of 2 Revised 05/18/2010 

One Card Alaska  
Departmental Program Administrator Check List 

 
Program Administrator Setup 

Department Program Administrator – Setup in US Bank’s AccessOnline and AKSAS 
(Organizational Directory File) ODF 

 Review directions in the AccessOnline Add User Request1 spreadsheet 
 Complete AccessOnline Add User Request1 spreadsheet 
 Complete Program Administrator AccessOnline Entitlement Authorization10 form 
 Send spreadsheet and form to Division of Finance8  

Department Program Administrator Delegate – Setup in US Bank’s AccessOnline15 only 
 Review directions in the AccessOnline Add User Request1 spreadsheet 
 Complete AccessOnline Add User Request1 spreadsheet 
 Complete Program Administrator AccessOnline Entitlement Authorization10 form 
 Send spreadsheet to Division of Finance8 
 File the Entitlement Authorization form in agency files 

 
 
Managing Account Setup - Setup in US Bank’s AccessOnline and AKSAS ODF 

 Complete Add Managing Account4 spreadsheet 
 Send spreadsheet to Division of Finance8  

 
 

CTS Account Setup - Setup in US Bank’s AccessOnline and AKSAS ODF 
 Complete Add CTS Account3 spreadsheet 
 Send spreadsheet to Division of Finance8  

 
 
New Cardholder Setup– Setup in US Bank’s AccessOnline only 

 Complete Cardholder Usage Agreement form – Employee ID, legal name, 
Department/Division, cardholder work phone number – LDAP Lookup Instructions9 

 Send the following to cardholder: 

 Cardholder Usage Agreement7 form for signature and return 

 Cardholder Contact Information6  

 Card Activation Procedure5  

 AccessOnline Self Registration2 procedure 

 Technical Specifications12 document 

 Travel Insurance13 
 Receive and verify cardholder usage agreement 
 Complete Department Program Administrator Signature fields 
 Setup/maintain cardholder information in US Bank’s AccessOnline15 using one or more 

of the following functions (Quick Reference Guide11): 

 Demographics 

 Account information 

 Authorization limits 

 Final review 

http://doa.alaska.gov/dof/forms/resource/ao_add_user.xls
http://doa.alaska.gov/dof/forms/resource/ao_add_user.xls
http://doa.alaska.gov/dof/forms/resource/pradmin_agree_form.pdf
http://doa.alaska.gov/dof/charge_cards/dof_contact.html
https://access.usbank.com/cpsApp1/index.jsp
http://doa.alaska.gov/dof/forms/resource/ao_add_user.xls
http://doa.alaska.gov/dof/forms/resource/ao_add_user.xls
http://doa.alaska.gov/dof/forms/resource/pradmin_agree_form.pdf
http://doa.alaska.gov/dof/charge_cards/dof_contact.html
http://doa.alaska.gov/dof/forms/resource/add_USB_mng_acct.xls
http://doa.alaska.gov/dof/charge_cards/dof_contact.html
http://doa.alaska.gov/dof/forms/resource/add_USB_CTS_acct.xls
http://doa.alaska.gov/dof/charge_cards/dof_contact.html
http://doa.alaska.gov/dof/help/resource/LDAP_Name_Lookup_procedures.pdf
http://doa.alaska.gov/dof/forms/resource/usage_agreement.pdf
http://doa.alaska.gov/dof/charge_cards/cardholder.html
http://doa.alaska.gov/dof/charge_cards/resource/oca_activation.pdf
http://doa.alaska.gov/dof/charge_cards/resource/access_self_reg.pdf
http://doa.alaska.gov/dof/charge_cards/resource/techspecs.pdf
http://doa.alaska.gov/dof/charge_cards/resource/travel_bene_ltr.pdf
https://access.usbank.com/cpsApp1/index.jsp
http://doa.alaska.gov/dof/charge_cards/resource/access_quick_ref.pdf
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Access Online Reports – Set up in US Bank’s AccessOnline15 only 
 Set up dispute reports and monitor 
 Set up Lost/Stolen reports and monitor 

 
 

AKSAS - Organizational Directory File (ODF) 
 Review the ODF User Change Report to identify and close card accounts in 

AccessOnline for separated employees or employees that have transferred to another 
department 

 
 

AKSAS - AutoPay 
 Monitor accounts to ensure that all transactions are reconciled and vouchered  

 within 60 days (the number of days to dispute a transaction) 

 1099 reportable transactions by December 31 to be included in the Tax 
Reporting (TR) Subsystem. 

 all transactions with a post date in the prior fiscal year by mid-August 
 Update the default coding table when hierarchies are added/changed/deleted or when 

default coding changes 
 
 

E-Travel Management Team (ETMT) 
 Notify the travel coordinator of credit card changes that affect traveler profiles 

 Change credit card/CTS account numbers on traveler profiles when an account 
has been reissued due to a lost/stolen card or fraudulent use 

 Notify Division of Finance8 when CTS is added so that the ODF group can be 
added 

 
 
 
# Link Title URL (Web Site Address) 

1 AccessOnline Add User Request http://doa.alaska.gov/dof/forms/resource/ao_add_user.xls 
2 AccessOnline Self Registration http://doa.alaska.gov/dof/charge_cards/resource/access_self_reg.pdf  

3 Add CTS Account http://doa.alaska.gov/dof/forms/resource/add_USB_CTS_acct.xls  

4 Add Managing Account http://doa.alaska.gov/dof/forms/resource/add_USB_mng_acct.xls  

5 Card Activation Procedure http://doa.alaska.gov/dof/charge_cards/resource/oca_activation.pdf  

6 Cardholder Contact Information http://doa.alaska.gov/dof/charge_cards/cardholder.html  

7 Cardholder Usage Agreement http://doa.alaska.gov/dof/forms/resource/usage_agreement.pdf  

8 Division of Finance http://doa.alaska.gov/dof/charge_cards/dof_contact.html  

9 LDAP Lookup Instructions http://doa.alaska.gov/dof/help/resource/LDAP_Name_Lookup_procedures.pdf  

10 Program Administrator AccessOnline 
Entitlement Authorization 

http://doa.alaska.gov/dof/forms/resource/pradmin_agree_form.pdf  

11 Quick Reference Guide http://doa.alaska.gov/dof/charge_cards/resource/access_quick_ref.pdf  

12 Technical Specifications http://doa.alaska.gov/dof/charge_cards/resource/techspecs.pdf  

13 Travel Insurance http://doa.alaska.gov/dof/charge_cards/resource/travel_bene_ltr.pdf  

14 US Bank http://doa.alaska.gov/dof/charge_cards/pr_contact.html  

15 US Bank’s AccessOnline https://access.usbank.com/cpsApp1/index.jsp  

 

https://access.usbank.com/cpsApp1/index.jsp
http://doa.alaska.gov/dof/charge_cards/dof_contact.html
http://doa.alaska.gov/dof/forms/resource/ao_add_user.xls
http://doa.alaska.gov/dof/charge_cards/resource/access_self_reg.pdf
http://doa.alaska.gov/dof/forms/resource/add_USB_CTS_acct.xls
http://doa.alaska.gov/dof/forms/resource/add_USB_mng_acct.xls
http://doa.alaska.gov/dof/charge_cards/resource/oca_activation.pdf
http://doa.alaska.gov/dof/charge_cards/cardholder.html
http://doa.alaska.gov/dof/forms/resource/usage_agreement.pdf
http://doa.alaska.gov/dof/charge_cards/dof_contact.html
http://doa.alaska.gov/dof/help/resource/LDAP_Name_Lookup_procedures.pdf
http://doa.alaska.gov/dof/forms/resource/pradmin_agree_form.pdf
http://doa.alaska.gov/dof/charge_cards/resource/access_quick_ref.pdf
http://doa.alaska.gov/dof/charge_cards/resource/techspecs.pdf
http://doa.alaska.gov/dof/charge_cards/resource/travel_bene_ltr.pdf
http://doa.alaska.gov/dof/charge_cards/pr_contact.html
https://access.usbank.com/cpsApp1/index.jsp

