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To:  

CAL-Card Agency Program Administrators

From:

U.S. Bank Corporate Payment Systems

Subject:
Transition Communication # 2 – Important Information 



Regarding Your Agency’s CAL-Card Transition

In just a few days, your agency cardholders will be issued new CAL-Card purchasing cards from U.S. Bank as part of your agency’s transition to the new card processing platform, Total Systems and our online program management and reporting tool, Access Online.  This is the second in a series of communications from U.S. Bank regarding these transition efforts and provides important information to assist you and your cardholders with the transition.
CAL-Card Distribution and Activation

New cards for your agency will be mailed to your attention for distribution to cardholders.  As communicated previously, you should expect to receive cards in the next week.  Distribute the activation insert attached along with each new card.  Cardholder activation directions are detailed on insert.  Please note cardholders will need to know the four digit numeric code assigned to your agency in order to activate their new cards.  This code is used in place of the social security number in “Step 6” of the activation process.
 Cardholders should note the new customer service number: 1-800-344-5696 and the new card design on the plastic.   The customer service number is located on the activation sticker on the front of their card and is also printed on the back of their card.  Cardholders must call this number to activate their card and to make any customer service inquiries to U.S. Bank regarding their accounts, going forward. 
Instruct cardholders to immediately activate, sign their card on the signature panel and begin using their cards upon receipt.  It’s important to note that your cardholders’ accounts on the old card processing platform (Rocky) will automatically be de-activated, upon activation, or at thirty days, whichever comes first.   So, cardholders will need to notify any suppliers who process subscription or recurring changes (e.g. subscriptions, memberships, etc.) to their cards, of their new account number as soon as possible.  Also, the old cards should be destroyed and thrown away.
A revised cardholder guide that highlights cardholder responsibilities and instructions for card use is now available on the State of California website: www.pd.dgs.gov/calcard.  Revised guides for Billing Officials and Program Administrators are also available on the website.  
Revised Spending Controls  
Merchant Category Spending Controls - Cardholder accounts have automatically been set to the standard merchant category (MCC) spending controls set by the State of California CAL-Card contract.  These standard merchant categories are detailed in the enclosed spreadsheet, "MCC List for CAL-Card Template", and are identified in the column labeled “State of California Exclude”.  If you need additional merchant categories excluded, follow the instructions below: 

1. Identify additional merchant categories ( MCCs) by placing an “E” in the Action column.
2. Identify cardholders affected by the new blocking request by listing the last 10 digits of their account.
3. Attach spreadsheet to your email request and send to: calcard@usbank.com

Prohibited Uses -   While authorized uses and associated spending limits of purchasing cards may vary between agencies, the overall CAL-Card program prohibits the purchase of certain items.  Agencies may further restrict the type of purchases for their cardholders using purchasing cards.   Please be sure to communicate any specific internal policy or procedures regarding authorized uses and card limits to your cardholders

Card Limits - Your cardholder’s single purchase and monthly spending limits have been automatically transitioned to their new accounts.   Changes to specific account limits (e.g. single purchase, monthly, daily, limits, etc) should be made using Access Online’s account maintenance features.
Cardholder Statements 

At the close of each account billing cycle, the cardholder will receive a paper “Cardholder Statement of Account”.  The cardholder statement itemizes each transaction posted to the account during the past billing cycle.  This statement is also available in Access Online.  A sample cardholder statement is attached.   With the new improved statement format, please note the Billing Office and Approving Official contacts no longer appear on the statement.  

A standard message certifying expenses with signature lines has been developed by the State of California and will appear on the statement.  It is up to your agency if you utilize the signature lines.  US Bank does not require signatures on the statement
Cardholders may receive more than one statement for a billing cycle:

· A statement generated by the Rocky card processing platform.   This statement would detail any transactions that were authorized and posted to their Rocky card account prior to the cardholder’s new card activation  date

· A statement generated by the Total Systems card processing platform for any purchasing card activity authorized and posted to the cardholder’s new account.

Reports 
 With this transition, you now have all your data available in Access Online.  We recommend you familiarize yourself with the full range of reporting options available in the Access Online reporting suite.

The only paper statement / report mailed from U.S. Bank is the Cardholder Statement of Account and the Corporate Account Summary.  You will no longer receive an Approval Official statement.  If you have an Approval Manager that would like access to the Cardholder transaction information, please request a User ID and password using the Access Online ID User Request Form.  The form is attached.     
Corporate Account Summary Statements
Your agency’s cycle date remains the same.  The Corporate Account Summary (managing account) will be mailed to the Billing Official.  Program Administrators will be able to view statements the business day after cycle in Access Online.  A sample of the Corporate Summary Account statement is attached. 
Billing officials may receive multiple statements for a billing cycle:

· Statements generated by the Rocky card processing platform.   These statements would detail any transactions that were authorized and posted to Rocky card accounts prior to cardholders activating their new cards

· Statements generated by the Total Systems card processing platform for any purchasing card activity authorized and posted to the cardholder’s new accounts.

  “Trailing transactions” may post to the old accounts after transition. Your agency might receive invoices/statements for both the old card accounts and the new cards accounts for a period of time.  To minimize the occurrence of trailing transactions, please urge cardholders to provide the new account to merchants who bill the cards on a regular basis, such as Internet Service Providers, subscriptions, etc.
Access Online    
You are required to complete Access Online web-based training.  The web-based training provides lessons that are broken into modules so you can complete as many in one period as you would like, and review them as many times as you would like. You can review the entire WBT in a short period of time. Just visit the WBT to learn more about the following Access Online functionality features:
· Navigation Basics 
· My Personal Information
· Online Registration (used by cardholders only) 

· Cardholder Account Setup and Maintenance 

· Statements Viewing 
· Account Profile
· Program Management Reporting

Access to the Access Online WBT: https://wbt.access.usbank.com/ (Lesson Only Log in)
Go to the training link on the Calcard website to learn more about Access Online.

Access Online Short Names
Access Online requires an organization short name, user name and password.  Your organization short name is: CALCRD unless specified different from US Bank.  Your Program Administrator ID and password will be communicated to you in a separate communication for security purposes.

Account Maintenance

Any account maintenance requests submitted in the last week will need to be verified in Access Online.  If you were using C.A.R.E., your access has been limited to reporting only.

Additional Training 
Look for additional training opportunities on the CAL-Card website: www.pd.dgs.gov/calcard.

Again, this is the second in a series of communications your agency will receive regarding this important CAL-Card transition.  We are very pleased to be partnering with the State of California and are ready to assist with any needs you may have. Please email any questions regarding this communication to: calcard@usbank.com.  
�








PAGE  
1

