Information for Program Administrators

US Bank will be sending the following transition communications to the primary Program Administrator for each agency via email.  It is the Program Administrator's responsibility to ensure all staff who manage the CAL-Card program are aware of the changes; Alternate Program Administrator, Billing Official, etc. The date listed on the Transition Schedule indicates the month and expected card issuance date for the new cards.  All correspondence will be sent from calcard@usbank.com.  Please add this email address to your address book. 

One month prior to new card issuance:  Transition Communication #1
   
A few days prior to new card issuance:  Transition Communication #2 

Two weeks following card issuance:  Transition Communication #3 - Access Online Id and temporary password will be emailed to each agency by US Bank; this will not be posted on the CAL-Card website


After first cycle on Total Systems/Access Online:  Transition Communication #4 and #4a  


Other Documents 
Card Activation Insert - This will be emailed to your agency with Transition Communication #2.  Please use this for future use when assigning agency specific numbers.  Remember: US Bank does not require the cardholder's social security number for purchasing cards since we do not check cardholder credit history.  Use a number that is relevant to the cardholder or continue to use the US Bank assigned number.  The number assigned for your agency has been omitted for posting on the website.   

New Card Look - Department of General Services designed a new plastic.  Once you receive this new plastic your agency is now on Total Systems/Access Online.   

Access Online User Id Set up Form - During the transition - US Bank will establish a user id for the primary program administrator.  If your agency requires more ids, the Program Administrator should complete this form and email to calcard@usbank.com after receiving your initial id with the new numbers that identify your agency (i.e. Agent, Company, etc.)   

Sample Cardholder Statement - New cardholder statement.  Cardholder's will continue to receive old statements until all transactions have cleared from the old accounts.  See the Program Administrator Guide for a sample of the statement. 

Sample Corporate Account Summary (Invoice) - New billing statement of cardholder activity.  Balances roll forward from prior statement.  Payments are shown in the payment summary.  Payment is due within 45 days.  Managing accounts will be suspended automatically at 60 days for non-payment.  See the Program Administrator Guide for a sample of the statement. 

MCC Template -   Utilize this spreadsheet to create additional blocking on your cardholder accounts.  The standard default template MCCG341 is on all CAL-Card accounts.  This is similar to MAT code 000.  Email this spreadsheet to calcard@usbank.com with the codes you would like blocked.  

