
UNITED STATES DEPARTMENT OF AGRICULTURE 
Farm Service Agency  
Washington, DC 20250 
 
For:  FFAS Employees 
 

USDA FFAS Mandatory Purchase Cardholder Training 
Approved by:  Associate Administrator for Operations and Management 

 
 

 
1  Overview 
 

A Background 
 

The Purchase Card Program reduces administrative costs and allows agencies to procure 
supplies and services faster by using purchase cards and convenience checks.  This notice 
implements USDA policies and procedures for mandatory training of cardholders and 
approving officials as USDA transitions to the US Bank Purchase Card Program.  USDA 
FFAS Purchase Card Program policy may be found in Notice AS-2156. 
 

B Purpose 
 
This notice: 
 
• identifies mandatory cardholder and approving official training as required by OMB 

Circular A-123, Appendix B, and US Bank 
 
• reminds Local Agency Program Coordinators (L/APC’s) that their training has already 

begun and all L/APC's must complete this training by November 30, 2008 
 
• provides a link to US Bank’s web-based training at https://wbt.access.usbank.com 
 
• establishes January 30, 2009, as the date for completing all training for purchase card 

holders and their approving officials. 
 
 
 
 
 
 
 
 
Disposal Date 
 
March 1, 2009 

Distribution 
 
All FAS, FSA, and RMA Employees; State 
Offices relay to County Offices 
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Notice AS-2159 
 
1 Overview (Continued) 
 

C Contact 
 
Direct questions about this notice according to the following table. 
 

IF there are questions about… THEN… 
technical help for access online L/APC’s will contact US Bank Government 

Services AOPC technical support and program 
management at 1-800-254-9885; select Option 2, 
"access online technical assistance".  
 
Note: Cardholders and approving officials may 

call 1-888-994-6722 and enter your 16-digit 
account number. 

the transition to the new US Bank 
Purchase Card, including frequently 
asked questions  

access the USDA Charge Card Service Center 
website at www.usda.gov/procurement/ccsc. 
 
Note: Frequently asked questions are available on 

this site. 
the website or the web training that 
are not addressed at the Charge 
Card Service Center website 

send an e-mail to the Charge Card Service Center at 
ccsc@da.usda.gov. 

procurement policy contact Pamela Wellons, Chief, Kansas City 
Acquisition Branch, Acquisition Management 
Division, by either of the following: 
 
• e-mail at RA.mokansasc2-PurchaseCard 
• telephone at 816-926-6084. 

FFAS Purchase Card program contact Linda Worthington, APC, or Sheryl Welch 
(alternate APC), by either of the following: 
 
• e-mail at RA.mokansasc2-PurchaseCard 
• telephone at 816-926-6216 or 816-926-6108. 

 
2  Training Information 
 

A Mandatory Cardholder Training 
 
All cardholders who will have a US Bank-issued purchase card are required to complete 
web-based training for certification. 
 
Cardholders will be able to use their new purchase cards after November 30, 2008.  If the 
required training is not completed by the January 30, 2009, the cardholder's account will be 
put in “inactive” status and will not be available for new purchases. 
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Notice AS-2159 
 
2 Training Information (Continued) 
 

A Mandatory Cardholder Training (Continued) 
 
Cardholders shall: 
 
• see Exhibit 1 for the memorandum, Mandatory Cardholder Training, for additional 

training instructions including the list of required cardholder training modules  
 
• access training on the US Bank website at https://wbt.access.usbank.com 
 
• use the password, "casper", to access the cardholder web-based training  
 

Note: This password will be changed every 60 calendar days.  APC/LAPC will provide 
the new password. 

 
• complete all training by January 30, 2009 
 
• forward training documentation to your APC/LAPC according to the Exhibit 1 

memorandum to receive proper credit and avoid inactivation of the purchase card. 
 
L/APC’s shall monitor this training and inactive any cardholders who have not completed 
training as of February 1, 2009. 
 

B Mandatory Approving Official Training 
 
Each cardholder must have an assigned approving official.  The approving official is usually 
the cardholder's supervisor.  An approving official who is also a cardholder must take both 
trainings.  Individual modules that are duplicated in each training do not need to be taken 
twice. 
 
Approving officials: 
 
• are required to complete web-based training for certification 
 
• shall see Exhibit 2 for the memorandum, Mandatory Approving Official Training, for 

further training instructions including required training modules 
 
• shall access the training on the US Bank website at https://wbt.access.usbank.com 
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2 Training Information (Continued) 
 

B Mandatory Approving Official Training (Continued) 
 
• shall use the password "yellowstone" to access the approving official web-based 

training 
 

Note: This password will be changed every 60 calendar days.  APC/LAPC will provide 
the new password. 

 
• shall complete the training by January 30, 2009 
 

Note: If an approving official fails to complete the training by this date, accounts for all 
cardholders assigned to the approving official will be placed in "inactive" status.  
Any attempt to use the card will be declined at the point of sale. 

 
• will forward training documentation and a list of all cardholders who are accountable to 

the approving official to APC/LAPC according to the Exhibit 2 memorandum to receive 
proper credit. 

 
L/APC’s shall monitor this training and inactivate 
 
• approving officials who have not completed their training as of February 1, 2009 
• all cardholders assigned to the approving official. 
 

C USDA Training 
 
The USDA policy training includes the following: 
 
• Micropurchase Policy 
• Ethics 
• Green Micropurchasing 
• Section 508 Compliance. 
 
The USDA micropurchase policy training will be available via U.S. Bank Access® Online.  
The other training links are provided on the Charge Card Service Center website at 
http://www.da.usda.gov/procurement/ccsc/purchase_card.htm. 
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       Notice AS-2159 Exhibit 1 
 
Mandatory Cardholder Training Memorandum 
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       Notice AS-2159 Exhibit 1 
 
Mandatory Cardholder Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 1 
 
Mandatory Cardholder Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 1 
 
Mandatory Cardholder Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 1 
 
Mandatory Cardholder Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 1 
 
Mandatory Cardholder Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 2 
 
Mandatory Approving Official Training Memorandum 
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       Notice AS-2159 Exhibit 2 
 
Mandatory Approving Official Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 2 
 
Mandatory Approving Official Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 2 
 
Mandatory Approving Official Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 2 
 
Mandatory Approving Official Training Memorandum (Continued) 
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       Notice AS-2159 Exhibit 2 
 
Mandatory Approving Official Training Memorandum (Continued) 
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