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Maintenance Instructions 
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Topics 

• Setup New Program Administrator 

• Close Travel Account 

• Create New Billing Account 

• Request New Card Account 
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    See attached Program Administrator setup form 

 

    Complete this form using Hierarchy Level 1 of 10645 

 

    Use Hierarchy Level 2 that is assigned in the regular Travel 

 program Hierarchy 

 

    A new level 3 Hierarchy will be created and assigned to you 

 

    Being added as the PA for this NET level 3 Hierarchy will allow 

 you to request the new NET Travel card account 

Steps to Add New Program Administrator 
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OVERVIEW 
Use this procedure to close an account 
 

KEY CONCEPTS 
The Travel account should be closed using the V-9 reason from the following possible closure reasons 

•B9-Closed-Deceased: Cardholder has passed away  

•T1-Closed-Term: Cardholder is no longer employed with your agency 

•V9-Closed-Agency: Used for all other closure reasons 

 

Fields marked with the (§) symbol are not real time fields. Fields marked with the (‡) symbol indicate a 

previous maintenance request has been submitted but not yet processed. Fields with no symbol beside them 

will be updated in real – time 

Close Travel Account 
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Access CCMS 

Select Card Management 

Select Account Management 

Select Modify Account 

Enter Account Number or Name in appropriate field, click Search 

Select underlined account number you want to close 

In the Demographics Section, For Account Status, click the drop down button 

Highlight V-9 

Scroll to bottom of screen, click Submit 

Then click OK 

 

You can also complete this by using the Maintenance form to close an account 

 

Close Travel Account 

Online Instructions through CCMS 
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3. Select Modify Account 

2. Select Account Management 

1. Select Card Management 
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2. Click Search 

1. Enter Account Number or Name in appropriate field  

3. Select underlined account number you want to close 
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The Travel account should be closed using the V-9 reason from the following possible closure reasons 

•B9-Closed-Deceased: Cardholder has passed away  

•T1-Closed-Term: Cardholder is no longer employed with your agency 

•V9-Closed-Agency: Used for all other closure reasons 

1. In the Demographics Section, For Account Status,  
click the drop down button - Highlight V-9 

Scroll to bottom of screen, click Submit 

Then click OK 
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Access CCMS 

Select Card Management 

Select Account Management 

Select New Billing Account 

Click Assign for Assign New Billing Account to Hierarchy 

Level 1 Hierarchy = 10645, click Next 

Level 2 Hierarchy = Your agency level 2 Hierarchy, click Next 

Level 3 Hierarchy click Assign 

Then click Create Request 

Complete required information (has asterisk next to category) 

Click Submit 

 

You can also complete this by using the form to create a new account 

 

Create New Billing Account 

Online Instructions through CCMS 
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3. Select New Billing Account 

2. Select Account Management 

1. Select Card Management 
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1. Click Assign for Assign New Billing Account to Hierarchy 

Level 1 Hierarchy = 10645, click Next 
Level 2 Hierarchy = Your agency level 2 Hierarchy, click Next 
Level 3 Hierarchy click Assign 
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Then click Create Request 
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Complete required information (has asterisk next to 

category) 

Click Submit 

 

You can also complete this by using the form to create a 

new account 
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Access CCMS   

Select Card Management 

Select Account Management 

Select New Account 

Click Assign for Assign New Account to Hierarchy 

Level 1 Hierarchy = 10645, click Next 

Level 2 Hierarchy = Your agency level 2 Hierarchy, click Next 

Level 3 Hierarchy = New Billing Account Hierarchy, click Next 

Continue this until you reach the hierarchy where you assign card accounts,  click Assign 

Then click Create Request 

Complete required information for Demographics(has asterisk next to category) 

In the field Billing Office Code/Corp ID, enter your Billing Account Hierarchy Number 

assigned 

Complete information for Controls 

Click Submit 

Click Close 

 

You can also complete this by using the form to create a new account 

Create New Card Account 

Online Instructions through CCMS 
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3. Select New Account 

2. Select Account Management 

1. Select Card Management 
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Level 1 Hierarchy = 10645, click Next 
Level 2 Hierarchy = Your agency level 2 Hierarchy, click Next 
Level 3 Hierarchy = New Billing Account Hierarchy, click Next 
Continue this until you reach the hierarchy where you assign card accounts,  click Assign 

Then click Create 
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Complete required information for 

Demographics(has asterisk next to category) 

In the field Billing Office Code/Corp ID, enter your 

Billing Account Hierarchy Number assigned 
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Complete information for Controls 

Click Submit 
Click Close 
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