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Exercise #1:    CPCS Logon 
Objectives: • Logon to Web Portal 

• Access CPCS 

Notes: Use the User ID & Password given to you by the instructor. 

Instructions: Execute the following steps: 
 
CPCS is now accessed through the Web Portal screen by going into CBSProd.  Production’s web 
address is: https://cbs.rdc.noaa.gov/nmadm/custom_pages.login_page  
 
 

Step Action 

1 Open a Internet Explorer window 
Point your browser to:  
https://fsdtrain.rdc.noaa.gov/nmadm/custom_Pages.login_page 

2 On the CBS Web Migration Portal Login screen: 

 
 
 Enter Training User Name 
 Enter Training Password  
 Check the Checkbox 
 Click Logon 

https://cbs.rdc.noaa.gov/nmadm/custom_pages.login_page�
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Step Action 

3 On the CBS Web Portal screen: 
 

 
 
 Click on CFS 
 Click on <Submenu Option Listed> 

4 A new window opens, click YES to any prompts 

5 Navigator Menu appears, click OK on the message 
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Exercise #2:    Retrieve/Delete Messages 
Objectives: • Retrieve messages found under Work Flow Management folder 

• Delete any obsolete messages. 

Instructions: Execute the following steps: 
 
In your job as a purchase card approving official, it is helpful to check your messages prior to 
going into approve/deny transaction.  It is also good practice to delete any message no longer 
necessary to you. 
 

Step Action 

1 From the Navigator Menu:  
 
 Click to expand the WFM – Work Flow Management  folder 
 Click to expand the Transactions folder 
 Double-click on the option WF003 – Message Retrieval Screen 

 



CPCS Approving Official         Training Exercises   
 

 
      FY 2011 – V 1.0              4 

Step Action 

2 The Message Retrieval screen appears: 
 

 

3 If you are unable to read all of the message in the text field, you may double click in that 
field to bring up the editor: 
 

 
 
Click Cancel  

4 If you have no further need for the message, click in a field to highlight it and then click 
the Delete  icon.  This can only be done one message at a time. 
 
You will need to click the Save  icon after deleting the messages in order to save your 
changes.  Or if you click the Exit  icon you will receive the following message: 
 

 
 
Click Yes to save the changes. 

5 The Navigator Menu appears. 
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Exercise #3:    Review Transaction and Record Approval 
Objectives: • View Transaction Details 

• Approve Transactions 

Instructions: Execute the following steps: 
 
After reviewing your messages, you now need to go review your cardholder’s transactions and 
approve those that are correctly reconciled. 
 

Step Action 

1 From the Navigator Menu:  
 
 Click to expand the WFM – Work Flow Management  folder 
 Click to expand the Transactions folder 
 Double-click on the option WF002 – Approve/Deny Transactions 
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Step Action 

2 The Documents Requiring Approval screen appears: 
 

 
 
 Select the transaction for the total of $503.00  
 Double-click in the Trans No field. 

3 The ACCS screen appears: 

 
 
 Validate the ACCS information and make any changes as necessary 
 Validate the Property information (if any) 
 Validate any notes 
 Click the Exit  icon 
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Step Action 

4 The Documents Requiring Approval screen appears. 
 
 Click on the drop-down arrow  on the APVD field 
 Select  Yes 
 Click the Save  icon 

5 The transaction is then approved and removed from this screen. 
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Exercise #4:    Review and Deny Transaction 
Objectives: • View Transaction Details 

• Deny Transactions 

Instructions: Execute the following steps: 
 
After reviewing your messages, you now need to go review your cardholder’s transactions and 
approve those that are correctly reconciled. 
 

Step Action 

1 OPTIONAL 
 
From the Navigator Menu:  
 
 Click to expand the WFM – Work Flow Management  folder 
 Click to expand the Transactions folder 
 Double-click on the option WF002 – Approve/Deny Transactions 
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Step Action 

2 The Documents Requiring Approval screen appears: 
 

 
 
 Select the transaction for the total of $5,155.00  
 Double-click in the Trans No field. 

3 The ACCS screen appears: 

 
 
 Validate the ACCS information and make any changes as necessary 
 Validate any notes 
 Click on  
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Step Action 

4 The Accountable Property screen appears. 

 
 
You notice this is the transaction that you had a message on that not all of the property 
information was entered.  You notice it only has one line and information.  You decide 
that your cardholder needs to enter some more information in these fields. 
 
 Click the Exit  icon 

5 The ACCS screen appears. 
 
 Click the Exit  icon 

6 The Documents Requiring Approval screen appears. 
 Click on the drop-down arrow  on the APVD field 
 Select  No 
 Click the Save  icon 
 
You get the following error message: 

 
 
 Click OK 
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Step Action 

7 Clicking the Notes check box brings up an Editor dialog box. 
 

 
 
 Type in the dialog box, “ENTER MORE PROPERTY INFORMATION SUCH 

AS SERIAL NUMBERS ETC.” 
 Click OK 
 Click the Save  icon 

8 The transaction is then denied (sent back to the cardholder) and removed from this 
screen. 
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Exercise #5:    Approve Transaction 
Objectives: • Approve Transaction without reviewing information 

Instructions: Execute the following steps: 
 
After reviewing your messages, you now need to go review your cardholder’s transactions and 
approve those that are correctly reconciled. 
 

Step Action 

1 OPTIONAL 
 
From the Navigator Menu:  
 
 Click to expand the WFM – Work Flow Management  folder 
 Click to expand the Transactions folder 
 Double-click on the option WF002 – Approve/Deny Transactions 
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Step Action 

2 The Documents Requiring Approval screen appears: 
 

 
 
 Select the transaction for the total of -$100.00 
 Click on the drop-down arrow  on the APVD field 
 Select  Yes 
 Click the Save  icon 
 

3 The transaction is then approved and removed from this screen. 
 
 Click the Exit  icon 
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Exercise #6:    View Transactions 
Objectives: • View Transactions and their details 

• Run the BC702 Report 

Notes: Approving officials can view notes, ACCS or property data from the View 
Transaction screen. They can also run the BC702 Approving Official Purchase 
Card Statement report. 

Instructions: Execute the following steps: 
 
You decide to take a look at all the transactions of your cardholders to see what they still have 
yet to reconcile. 
 

Step Action 

1 From the Navigator Menu:  
 
 Click to expand the CPCS – Commerce Purchase Card System  folder 
 Click to expand the Approving Official folder 
 Double-click on the option BC604 – View Transactions 
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Step Action 

2 The View Cardholder Transactions parameter screen appears: 
 

 
 
 Check the Swept checkbox 
 Click OK 
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Step Action 

3 The View Cardholder Transaction screen appears matching the criteria that was 
entered on the parameter screen: 

 
 
An approving official can then highlight the transaction he wishes to review more 
closely and click the applicable button at the bottom of the page (Note, ACCS or 
Property).  They can also run a report from this screen. 
 
 Click  
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Step Action 

4 The Approving Official Bankcard Statement  parameter screen appears: 
 

 
 
 Chose from the Statement Begin/End Date drop-down listing (i.e. last statement) 
 Click  
 
A message will appear: 

 
 
 Click OK 

5 The View Cardholder Transaction screen appears.  To view the report you just 
generated, click the Run Report to bring up the Approving Official Bankcard 
Statement parameter screen again. 
 
 Click  
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Step Action 

6 A new window will open that will contain your report in a PDF format. 
 

 
 

You may save  or print   using the Adobe icons.  If you save, you will want to 
change the name, as the system defaults it to “getjob#”.  Close the window using  in 
the upper right corner. 

7  Click  to get out of the Approving Official Bankcard Statement parameter 
screen or run it using other parameters. 

 
 Click the Exit  icon to go back to the Navigator Menu 
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Exercise #7:    View Disputed Transactions 
Objectives: • View Disputed Transactions 

Instructions: Execute the following steps: 
 
You decide to take a look at the disputed transactions of your cardholders. 
 

Step Action 

1 From the Navigator Menu:  
 
 Click to expand the CPCS – Commerce Purchase Card System  folder 
 Click to expand the Approving Official folder 
 Double-click on the option BC608– View Disputes 

 

2 The Disputed Transactions screen appears: 
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Step Action 

3  Highlight the disputed transaction 
 View the Notes associated 
 View the ACCS associated 
 View the Property associated 
 Click on  

4 The Reconcile Transactions screen appears with the disputed information populated. 
 

 
 
 Click the Exit  icon to leave Reconcile Transactions screen 
 Click the Exit  icon to leave the Disputed Transaction screen 
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Exercise #8:    Monitor Outstanding Disputed Transactions 
Objectives: • Monitor Outstanding Disputed Transactions 

Instructions: Execute the following steps: 
 
You decide to take a look at the outstanding disputed transactions of your cardholders. 
 

Step Action 

1 From the Navigator Menu:  
 
 Click to expand the CPCS – Commerce Purchase Card System  folder 
 Click to expand the Approving Official folder 
 Double-click on the option BC625– Monitor Outstanding Disputes 

 

2 The Select a Cardholder for Review screen appears: 
 

 
 
 Select your cardholder 
 Click OK 
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Step Action 

3 The Monitor Outstanding Disputes screen appears 
 

 
 
 Highlight the disputed transaction 
 View the Notes associated 
 View the ACCS associated 
 View the Property associated 
 Click on  
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Step Action 

4 The Cardholder Statement of Question Item screen appears with the disputed 
information populated. 
 

 
 
 Click the Exit  icon to leave Reconcile Transactions screen 
 Click the Exit  icon to leave the Monitor Outstanding Disputes screen 
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Exercise #9:    Approving Official Purchase Card Statement (BC702) 
Objectives: • Generate the Bankcard Statement 

Notes: This report can be directly accessed off the CBS Navigator Menu.  It can also 
be accessed through the Transaction Screen. 

Instructions: Execute the following steps: 
 

Step Action 

1 From the Navigator Menu:  
 
 Click to expand the CPCS – Commerce Purchase Card System  folder 
 Click to expand the Approving Official folder 
 Click to expand the Approving Official Reports folder 
 Double-click on the option BCAORPTS– Approving Official Purchase Card 

Statement 
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Step Action 

2 The Approving Official Bankcard Statement  parameter screen appears: 
 

 
 
 Enter the Begin & End Purchase Dates (i.e. 01-MON-20##/30-MON-20##) 
 Click  
 
A message will appear: 

 
 
 Click OK 

3 The Navigator Menu appears. 
 
 Click on the View in the Menu Bar 
 Click on Reports Server Queue Status Page 
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Step Action 

4 A new web browser window will open.  Depending upon how your settings are, the 
screen may not pop open, but will highlight in your Open Task bar in Windows. 
 

 

4a Upon opening, the CBS Web Reports Server Queue defaults to the past report jobs that 
have been run by the user. The user has the ability to view Past Jobs (completed), 
Current Jobs (running, not completed), or scheduled jobs. To change the view the user 
can click on the drop down field under View.  
 
The Past Jobs view will list the most recently run report at the top of the page. It will 
display 10 past jobs per page. The Job Name will be the report’s name that was run and 
the user will click on the Job Name to view the report. 

4b Click on the Job Name (i.e. BC702) for the date/time you ran the report 



CPCS Approving Official         Training Exercises   
 

 
      FY 2011 – V 1.0              30 

Step Action 

5 A new web browser window will open containing your report 
 

 

You may save  or print   using the Adobe icons.  If you save, you will want to 
change the name, as the system defaults it to “getjob#”.  Close the window using  in 
the upper right corner. 

6 You may close the Report Server Queue window using  in the upper right corner as 
well or leave it open. 
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Exercise #10:    Proxy Reconciliation 
Objectives: • Reconcile transactions for the cardholder 

Notes: This is a special privilege that has to be requested through the Help Desk.  This 
functionality has a limited duration.  

Instructions: Execute the following steps: 
 
Your cardholder has been hospitalized and you need to get their cards reconciled.  You contact 
the help desk asking for the role of Proxy Reconciliation for your cardholder.  Once they grant 
you the access, you will then be able to go in and reconcile the outstanding transaction. 
 

Step Action 

1 From the Navigator Menu:  
 
 Click to expand the CPCS – Commerce Purchase Card System  folder 
 Click to expand the Approving Official folder 
 Double-click on the option BC605 – Proxy Reconciliation 
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Step Action 

2a The Select a Cardholder for Review screen appears: 
 

 
 
Highlight the specific cardholder 
Click OK 

2b The Warning Message dialog box appears: 

 
 
 Click OK 

2c The Reconcile Transactions screen appears: 
 
 Verify that Card number that starts with 8 is showing.   

o If it isn’t – use the arrow keys on the keyboard to change it to that card 
number. 
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Step Action 

3 Click to highlight the following transaction: 
 
$1,252.00, Best Buy 
 
 Click the  button 

4a The Purchase Card Order Log screen appears: 
 
 Verify that Card number that starts with 8 is showing.   

o If it isn’t – use the arrow keys on the keyboard to change it to that card 
number. 

4b Click to highlight the following transaction: 
 
$1,252.00,Digital Cameras, Best Buy 
 
 Click the  button 

4c A dialog box appears: 
 

 
 
If you wish this transaction to be matched to the order log entry, click Yes. 
 
Another dialog box appears: 

 
 
Click OK 
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Step Action 

5 The Reconcile Transactions screen appears with checkbox in the Note column and if 
there was a receive date on the Order Log entry, it will show up in the Date Received 
column. 
 

 

6 Click in the OK column.  A dialog box with other statuses will appear: 
 

 
 
 Make sure R Reconciled is highlighted 
 Click OK 
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Step Action 

7 The Reconcile Transactions screen appears with the R now in the OK column. 
 
 Click the Save  icon 

8 The Reconcile Transactions screen will then remove the transaction. 
 
 Click the Exit  icon to go back to the Navigator Menu 
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