
Creating New Users

Job Aid 



• The Level 4 will input the account request into USBank 
Access Online: https://access.usbank.com

• US Bank Access Online “User Profiles” gives AOPCs the 
ability to:

• setup new user IDs, for AOPCs, AOs and alternates and 
cardholders

• Log in to Access Online, select System Administration from 
your left-hand navigation bar, select “User Profiles,” “Setup 
a new user” 

• Enter the user info and assign a hierarchy (station code 
assigned by US bank provided by A/OPC) 
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https://access.usbank.com/
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VA FEG Matrix 
 
 

VA FEGs User Type Description 

VA PURCH CH TM  (Pcard/Travel) CARDHOLDER PCARD/TRAVEL 
VA PURCH PRIM AO TM PCARD AO APPROVING OFFICALS PCARD 
VA PURCH ALT AO TM ALTERNATE AO ALTERNATE AO PCARD 
VA PURCH PRIM AOPC AOPC PCARD PRIMARY AOPC PCARD 
VA PURCH ALT AOPC ALTERNATE AOPC ALTERNATE AOPC PCARD 
VA TRAVL PRIM AOPC AOPC TRAVEL PRIMARY AOPC TRAVEL CARD 
VA TRAVL ALT AOPC ALTERNATE AOPC ALTERNATE AOPC TRAVEL 

 
VA FLEET PRIM AOPC AOPC FLEET ALTERNATE AND PRIMARY AOPC 
VA FLEET MANAGER FLEET 

MANAGER 
FLEET MANAGER 

VA FLEET PRIM AO AO FLEET APPROVING/ALT APPROVING OFFICIAL 
FLEET 
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The Next step is to add Processing and Reporting Hierarchy to the User 
ID
Hierarchies:

Processing Hierarchy: 

3059 0485 12345

(Bank) (Agent) (Company)

Bank # - Product Line (3059 for all purchase cards)

Agent # - Administration (Purchase Cards)  VBA:  0485    VR&E:   0482

Company # - Managing Account (A/OPC) / Same as Level 6, issued by 
US Bank
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Reporting Hierarchy:
Numerically coded levels that range from Level 1 to 6 identify accounts. These 
combined levels represent the reporting hierarchy. To keep the numbering 
system consistent throughout VA, the levels are defined as follows:
Level 1 03600 Department of Veterans Affairs
Level 2 00002 (GOE) Veterans Benefits Administration

00005 (Chapter 31) Veteran Readiness and Employment (VR&E)
Level 3 00001 – Northeast District

00002 – Southeast District 
00003 – Continental District 
00004 – Pacific District
00005 – All VR&E Accts.
00006 – All VBACO

VBA Districts, services and offices*

Level 4 00XXX RO Number
Level 5 XXXXX Reporting Level for Approving Official (Issued by 

U.S. Bank)
Level 6 XXXXX Company Number (Issued by U.S. Bank)
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Adding the Processing Hierarchy to the User ID

• Select “Company” from the Hierarchy Level drop-down box

• Type the 5-digit Company number in the “Company” text box provide

• Click on the button, “Select position” 

• It should then appear on the right-hand side of the screen under 
“Selected Hierarchy position(s)” 

• Click on the button, “Accept Hierarchy” 

• Once completed, the system will return you to the “User Profile 
Summary” page 



How to Create a New 
Card Holder account: 

Job Aid  
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• After the Profile is created, select “Account 
Administration”

• “Cardholder Account” and “Create New Cardholder 
Account”
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Enter Account information:

• Account Owner’s Info
• Legal Information
• Account Detail
• Default Accounting Code
• Authorization Limits
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IAMS Instructions
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Register for an iFAMS account in 
IAMS

• Instructions are available: iFAMS User Guides and 
Resources - Charge Card - All Documents 
(sharepoint.com)

https://dvagov.sharepoint.com/sites/OITFSCCollaboration/iFAMSGR/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=UB3nmp&cid=acda671d%2Dcc27%2D46d9%2D999d%2D1941c72f543c&FolderCTID=0x01200019ABB8A6C448124EA8D8BA3DBF710413&id=%2Fsites%2FOITFSCCollaboration%2FiFAMSGR%2FShared%20Documents%2FVBA%2FProcure%20to%20Pay%20P2P%2FCharge%20Card&viewid=2e026220%2Dcdea%2D4b17%2Da838%2D8cf76fb446b5
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Accessing IAMS
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