Purchasing Card Frequently Asked Questions 

Is there an annual card fee?
No. Fees can only occur as a result of late payments and past due balances.
What are the real costs to an agency for participating in the Washington State Western States Contracting Alliance (WSCA) Program?
The programs are a "no cost" program unless an unpaid statement has accrued late penalties.
Is there a minimum card count or spend required to start a program?
There is no minimum card count or spend requirements within Washington State WSCA.
What are the terms for payment?
Payment terms are 30 days from the date of each monthly statement of account/invoice.
Are there rebates to an agency from U.S. Bank?
There is a Prompt Payment Rebate and a Volume Sales Rebate. For more information on rebates please contact Clayton Long at clayton.long@des.wa.gov. Purchasing card rebates will be calculated and paid quarterly, by check or ACH (ACH is preferred), to the agency on the 60th day from the quarter end.  The Travel Cards do not receive a rebate on the new WSCA contract #00612.
Who is responsible for errors, omissions and intentional misconduct by an agency or an employee?
The State, each participating university, participating division, or local government agency is responsible for their own errors and omissions (unless it is an individual liability Travel Card) . When a card has unauthorized charges, a dispute process procedure must be followed to free the agency from financial responsibility. When an employee makes unauthorized charges, U.S. Bank provides VISA Waiver Liability coverage within specific program criteria, provided that the employee is terminated.
Describe liability for the Participating Agency for the following:
· Fraudulent use of the card by cardholder 
· In the event a card is stolen, forged or lost 
· If a merchant accepts a procurement card order without obtaining prior authorization or forces a transaction for the purchase
The Agency is liable for fraudulent use of the card by a Cardholder. Each WSCA Card has VISA Liability Waiver coverage up to $5,000 per card when an agency has 1 to 4 valid cards and up to $100,000 per card when an agency has 5 or more valid cards. VISA Waiver Liability is available upon written request provided the agency cancels the card account and terminates the employee per the terms of the contract.
In the case of a lost or stolen card, the agency's liability ends as soon the cardholder contacts U.S. Bank Customer Service. In addition, the cardholder should immediately notify their Agency Program Coordinator.
Fraudulent transactions posted to the account are referred to the U.S. Bank's fraud investigation unit. The cardholder has 60 days from cycle date to report fraudulent charges.
A merchant who does not receive authorization or forces a transaction on a charge is liable for that charge.
What does a cardholder do if their card is lost or stolen?
The cardholder should immediately contact U.S. Bank Customer Service and their Agency Program Coordinator to report the lost card. U.S. Bank has a 24-hour a day, 7 days a week, Customer Service number for reporting lost or stolen cards. The number is 1-800-227-6736. A new account will be established and a new card issued. All charges are moved to the new account and unauthorized charges will be cleared by subsequent credits issued by U. S. Bank Fraud Investigative Services.
What happens if a Cardholder's statement shows an incorrect charge?
The Cardholder is responsible for working with the merchant to attempt to resolve the incorrect charge. If the issue cannot be resolved by working with the merchant, the Cardholder is required to formally dispute the charge. The Cardholder is responsible for completing and submitting the Cardholder Statement of Questioned Items (CSQI) form to U.S. Bank within 60 days from the Statement of Account date for any charges that are to be disputed. A copy of the dispute form (CSQI) is added to the Cardholder Statement packet and a copy is immediately faxed or mailed to U.S. Bank. The disputed amount is deducted from the Statement of Account total with the balance approved for payment.
Can the WA ST WSCA Card be used for emergency purchases?
Yes, provided that your agency's procurement rules for emergency purchases are followed. In emergency situations, some agencies elect to temporarily raise card limits to accommodate emergency purchases; this can be done with U.S. Bank approval. For State agencies, as in any instance of emergency, your agency's management approval is likely required. This should be further supported by a justification to maintain the public health, welfare or safety and/or the supplies or services needed in an emergency situation.
Does U.S. Bank collect 1099 data?
The tracking and reporting of services for 1099 reporting is the responsibility of the participating agency. Taxpayer identification information is available at anytime via U.S. Bank Access Online Merchant Activity & Tax Reporting to assist in 1099 preparation.
Can a Cardholder be restricted by merchant types?
Yes. The Washington State WSCA Card Program contract has an established Merchant Category Codes. Each card can have access to specific categories according to purchasing needs. The agency Program Administrator may contact U.S. Bank to alter Merchant Category Codes, real time, as needed.
How can a Cardholder be prevented from over spending?
Each card can be set up with a maximum single transaction, daily, monthly, quarterly and annual maximum spending limits, not to exceed the assigned State purchasing authority. In addition, limits can be placed on the number of transactions per day and per month for each Cardholder.
What if there is a need to increase a single transaction or monthly total expenditure amount?
[bookmark: _GoBack]Your agency Program Administrator can contact U.S. Bank, Customer Service, 24 hours per day 7 days a week to change Cardholder limits and controls. These changes may also be made electronically real time by the agency Program Administrator via AccessOnline.
Can the Cardholder change Merchant Category Codes, transaction limits or monthly expenditure limits?
No. Only the agency Program Administrator or Alternate agency Program Administrator can establish a new Cardholder, delete Cardholders or make any changes to established card limits and Merchant Category Codes.
What does a Cardholder do if they have a problem using the WA ST WSCA Card?
For example, they attempt to use the card at their local merchant and the charge is declined.
When a transaction is declined the Cardholder or the Agency Program Coordinator may contact U.S. Bank Customer Services to determine the reason why the transaction was declined. This information is also available real-time via Access Online. The agency Program Administrator or Alternate is the only person authorized to make changes to a Cardholder account. Common reasons for declined transactions include:
· Card not activated 
· Card spend or transaction limits have been reached 
· Merchant Category Code is blocked
Cardholders should contact their agency Program Administrator if they feel that their Merchant Category Codes or card limits should be adjusted.
Once an agency submits a Request to Participate how soon could the agency receive Washington State WSCA Cards?
U.S. Bank will contact your agency within three business days of receipt of your Request to Participate form. Once local agency addendum plus three years of audited financials are received, U.S. Bank stands ready to move at whatever pace the agency requires to establish their program. Credit review will take no more than 3 weeks. During the credit approval process, implementation meetings can be scheduled and the program set up forms can be completed and submitted to U.S. Bank. Once credit is approved, the accounts set up forms are input into the U.S. Bank computer system. Cards are issued within 5 business days and mailed to the agency designated locations.
Can I change a cardholders limit in Access Online and have it auto-reset based on a date range?
No, this option is not currently available, but has been communicated to US Bank development as a requested enhancement.
Does the Access Online system assign a unique identification number to transactions that enter the system?
No, this option is not currently available, but has been communicated to US Bank development as a requested enhancement.
What is the term of the current contract?
The current contract term is: January 1, 2014 to December 31, 2020 (Five years fixed).  The total contract term, including the initial term and all subsequent extensions, shall not exceed seven (7) years unless an emergency exists and/or special circumstances require a partial term extension.
Can a charge be disputed?
Yes, if unable to resolve between merchant and cardholder a dispute can be filed via Access Online.
How do I get a card reissued?
The PA (Program Administrator) or PA Alternate is able to log into Access Online and reorder a card at any time. Here are the steps to do this in Access Online:
1. Log into Access Online (https://access.usbank.com) 
1. Click on Account Administration (Located on left hand side) 
1. Select Maintain Cardholder Account 
1. Type in Account Number or Name of Cardholder 
1. Click on Account Information 
1. Scroll down, in the middle of screen “Plastic” and “Reorder” is listed. Click on Yes for reorder. 
1. Click Send Request.
The card will be received in 7 to 10 business days.
How long does it take to change a MCC on a template?
Department of Enterprise Services (DES) has created specific MCC templates to be used by ALL programs for Pcard, Ccard, and OneCard. Any changes to the approved DES templates must first be approved by DES. It takes one business day to change an MCC on a template via working with your Account Coordinator. However, the PA can contact the Account Coordinator to have a real-time MCC adjustment made to a single account in an emergency situation, per DES approval.
What happens if our agency needs to change the PA (Program Administrator) contact?
The current PA needs to send an email to your US Bank Account Coordinator requesting this change. In the email the new PA contact information (name, phone number, and email address) needs to be included. Once the AC receives this information the PA contact will be updated. Along with updating the PA, the new PA will also need to have an Access Online User Id setup.
What is a Managing Account?
A Managing Account is the Parent Account to which all Pcard/OneCard accounts are billed to. Each company number that your agency has equals a Managing Account. Managing Accounts equal a monthly statement. It is a one to one ratio.
What is the Web-Based Training (WBT) Website for Access Online?
This is a training tool that Program Administrators, Approvers, and Cardholders can use to become more acquainted with the different functions that are offered in Access Online. In addition to step-by-step tutorials this site contains detailed PDFs on various Access Online functionality.
How do I log into Web-based Training for Access Online?
To login go to https://wbt.access.usbank.com, scroll down to the bottom of the screen where it states “Lesson Only Login”, and type in the password for the specific role that you play in your agency. To obtain the current passwords, please refer to the Washington State WSCA website http://www.pd.dgs.ca.gov/calcard, click on Training Information, and then click on Access Online.
What is the web address for Access Online?
https://access.usbank.com
What is a MCC code?
An MCC Code is what Visa uses to identify a merchant type. MCC stands for Merchant Category Code. The codes are defined by VISA. When a merchant sets up to accept Visa, the bank or association identifies how the merchant is categorized. If you feel like your merchant is categorized incorrectly, please work directly with your merchant.
Who is my Account Coordinator (AC)?
The US Bank Account Coordinator is your (PA's) main day-to-day program point of contact. For security purposes this information is provided to you at the time of implementation. Cardholders should not contact the US Bank AC, but would use the cardholder helpline info provided by US Bank and their PA.
Will our agency’s cardholders also receive statements?
Cardholders will receive individual “memo” statements which detail their cardholder account activity for the cycle period. The statements can be suppressed and cardholders told to use Access Online to get any statement information.
Is there an amount due on cardholder statements?
Note: Cardholders do not pay the bank directly; payment is done at the managing account level. So, the amount due on a cardholder’s “memo” statement is $0.00. Unless, you are managing a Individual Liability Travel/Corporate Card program, in which case the cardholder is responsible for payment to US Bank.
Are cardholders able to view their statements in Access Online?
Yes, cardholders may view their statements in Access Online immediately after their cycle date. Cardholders should contact their respective Program Administrator to request an Access Online I.D.
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