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Process 1: Access On-Line (AXOL) Login.

https:/laccess.usbank.com

To login, go to the above 3 Welcom 1s Access Orline - Wicraadts Intarmat Faplorar provided oy USAF
- Fi= Edt Vew Favortes Tools Melp
Webslle: NOTE: Lopol Qo - @ el @) D P hrrwonn @ - - LB
forget the *s” in https, . T

as it is a Secure website.

LS.

Bank Access Online

o Enter Organization
Short Name (armyy),
User ID and Password.

Welcome to Access Online!
Flaase anter e infarmation below and login 1o bagin.

Qrganization Snom Narmi:

o Click Login. \ S—
You are required to change \

your password once every ES—
60 days. it

The following subjects are

available to choose from the
Left Column Navigation Bar.
NOTE: Always check your
“Active Work Queue” to
f:‘:v g '};(c.)u have any tasks TR 7k Access” Online

Request Status Gueue

Active Work Queue

PRl Message from U.S. Bank
Acc indstration

T Vsast B ) mcomuker @Tibkded Phed e yhoc o+ o T Sndtor

5 o n

Welcomel

- Request Status Queue
- Active Work Queue

B SYStem AdminiStration Access Online harnesses the power of he Intemat within 3 secured emerinmant banging our clients anting
- Account Administration T i

- Order Management some e
- Transaction Management | [l

- Account Information

- Data Exchange

- Reporting

- My Personal Informatioru

You are vewang Access Onine, the latest innovabon in our complate set of commeraal card taols. Access
Onkne 5 3 wab-anabled program management and reperting bocl offering a faadura-rich platfarm that can be
2asify configured and denfoved ta meet Me ungue needs of aur dients. Cur dients have be ability to

My Personal iformation teaniras Mal 308l suppor andiar snhance their business pracesses.

| & Irkernet L
o [Bmeay, (Bmones.. B2 CEE o 35w
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7% Active Work Queue - Windows Internet. Explorer

® |fthere is atask to SR 2
work, click on the
“Task” and complete

the required action. Pl e ducle

ement

Acegant Iformation Sahig ManaanaAstaunt | Manan anaging Assaung
Data Extiange 7

Reporiing Selact 3 task to wiork,

My Parsonal Inisrmation
Saseres 121311

..... Request Type Account Name
i ; CAROHOLDER SETUR F ing Fotdames QBAS 09 25

Heme
Comact Us

Process 2: Setting Up a New Managing Account

Process 2 a: EDI Enable a Managing Account (Note: not required for CH accounts.)

vidain o~

L e [dsendiow D T Settngs -

e Click on "Account
Administration”

Request Stafus Qusus
Active Work Oueue
System i

Account Administration

Cardhaolder Accounts

ment = Mamtam Cachgider Assount
: Transaction Managemant Updale demographie imformation. acsaunt

i H 0 = = Data Excl . mfarmation (change sccound statusy,

- o Click on “Maintain W o, .
) Reporting cardhelder accaunt

Managing ACCOU l'lt” i N Managing Accounts

—ee ta N n i &
LUpdat: demegraphic infarmation, account
infarmatian {change accaunt slatus) extract
wiformatian. accauning codes and
authorzaton emits an 3 Managng sccaunt

Aglive Work Queus
Hlaw e asks 1o e complated and the pragress af the accourt sefup in he Adive Work Queus
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Request States Oueue

enprenaiiill 1lanaging Accounts
i Search & Selecta Managing Account

o Enter in any of the search e —

data "Trormat’on. .!‘::s}__a:nm Marmpement Search for 3 Managing *czount by Managing Accownt Mumber, Name, or Company Mumber,
e iomation RN N
My Parsonal informason  [EESE i

EREgING ALoount Mama.

Last “lame. Fist Name,

Camazny Humger

o Internst ] #,100%

skt b
v oGoagd BY v 17 bocmakse B T2boded TRChackw 400

Request Status Cueus

Ac ¥ Cuene H
s,::;nmmm. Managing Accounts

A a Summary and Tasks

i L Wiansymg Accoum Humber $118 —
o Click on “Extract . Froryr
1 " Transaction Management ::‘:':‘1': :55“:;&"?::::5 cwr:gu. Regea if changes are requeted in anoltier task You can alseview
Zequest slatus gueua
Information Dta Exchange =

| Account information

Reporting Product:  Furchasin Bank: 3058
My Personai information Hame: * Agent 9302
Status:  "T-OPEN Company: 11405

Deccription
Sxiracth on Input financial adract infarmation assignea o the aceount
Defauls dccounting Coce  Inpul the defautt accounting cade assignedto the accaunt.

input authorization md nfarmation such as credit limit 2in 3% purchase limat,
and availabhe creci

i ion &

Interred Explurar
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Fle Edt View Faverites Tool  Help
¢ [CoogleCr  Rwe® B~ 0rense- Dot Faek- R - Hu
: o Check “Send” Box for & & @naancie oo

BqUEST Malus == T =

- “Invoice” and Enter “Value” R Managing Accounts

System Admantstration

[ or C"Ck on (:Search for “‘?.“Imﬂ._,g:mn Mamtain Extract Informatian

% i [ Aceount Hiumbar 4714 S Acouats
: Value” Orter Management - =

H . . Transaction Ma Maintain extract information, then send the reguest

- o Mission - HQ0302 R -

i Accoent Information roduct  Purchasing 205:

H - it RILD R

| & INCON=HACHb CEWI i O LT

i

N Electronic Data Interchange (EDI) Reuting Numbar

Home
Contact Us

. o Check “Send” Box for —__ i

| “Obligation” and Enter sy

. “Value” or Click on “Search _ et

| for Value” Extract donmas

! o Mission — 030145}/ | |

; o IMCOM - 012164 ;olemammmumamoumofchmaersauawamszsa ]

; Character count= 0

i o Click “Send Request” — 1" cosssewswms o

i ©G Fie Edt Vew Favorkes Took  Heb
: P (Gl Mes® By O bonwts Bttt Fomdk v Aok - B eder § Qe
e Click on “Account
Administration”

! . I - - H Request Status Quoue

E L Clle on Malntaln : “‘C“"E"W“uf::m Managing Accounts

. Managing Account’ Rl "o i€ Tisks

: I e N CCTTIEmTEGE e
H i Order Management

! ! LT e e PRSI  Select 3 fask [0 maintasn 15 confents Repaatif changes are fequired in anoMer task You can alse aew
4 H 13 1 Data Exchange account requests i tha reguaent 5

. o Click on “Default B <o wtormation

i A t. C d i 5 Reporting Proguct  Purchasing Bank: 3058

0 ! My P Hame:  APRIL O MONCRIEF Agenc 9407

; CCOU" lng 0 e ' A g Status: " -OPEM Company: 11405

H i S e v

Home Exdract information Input financal extractinformation assigned to the account
Contact Us. Dafzull Accounting Codz  Input the default accounting code assignad 1o the account.

N Input autonzaton Hmid information such 38 credil limdd, single purchase lmiL
and avalanle gedit




o Select “Reallocate by
- Alternate Accounting
- Code”

. o Enter data for Default
- Accounting Code by either
. typing in or Click on
i magnifying glass and
selecting appropriate data

e Click “Send Request”
| Button
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/= Maintain Default Accounting Eade - Windows Internet Explorer
TR Edt Wew Favortes Tools  Help

weshari omBervlet

i

: Coogle G- Vo § v f moonakee Doztkced ke v - (@ Sndue 7 settings+
TE 46 W Markain Defauk Accounting Code B D & oirape JTeke
I — S = o = —5 = RSP A-

Grder Management

Data Exchange

K-count Information Product  Purchasing Bank: 3053
Reporting Name: :pmi Euoucmp hgent 3802
My Pei zonal information Stamus: Company: 11402

Account Vaiidation Control {AVC) Name: T44250A Swtch AVC

Realfocation Method:

O No Reallacation

T Realiacats by Accounting Valldation Gontral
{3) Reatiocate by Allermate Accaunting Cades

* = required

ASH {5)

B a | B oa

GPCIZE +0,

Q)
Q,

Q search lor valld vaive

Associated Alternate Accounting Codes
Selag £2Cs
Recom 1-1cit

__Accounting Code - Segment Hame{Length)

Process 2 c: Set Authorization Limits — See Process 3
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Process 3: Change a Managing Account’s Authorization Limits; e.g. changing a
CH’s credit limit, adding or deleting a CH from the managing account, etc.

Click on “Account Administration” and then click on “Maintain Managing Account”.
Enter one of the requested search data and then click the “Search” button.

Click on “Authorization Limits”.

You must change both the “Credit Limit” and the “Cycle Dollar” to change the authorization
limits on a billing official's managing account. NOTE: If either the “Credit Limit” or “Cycle
Dollar” exceeds $250,000, you must call US Bank Customer Service, 888-994-6722. They
must make the changes.

The “Credit Limit” equals three times the “Cycle Dollar”.

5 Chack w5 sl v B iee [
fonicin] & - & -

Cradit Limit *
P |
% Cash:

100

Availabie Credit:
66202.18

Fiscal First Month:
10

Single Purchase Limit
0

Standard Velocity Limits

Total
L,
| 751954

Suarterls DoHar; - -

o 1 13ge
Yearly Dollar,

@ .| sasue

Custem Velocity Limits

Total

Other Dollar:
0

Refresh From Date:

Total
Cydle Transaction
AN 1
Quartarly Transaction:
0 i 28
Yearly Transaction:
1] 1 274

Total
Other Transaction:
] .

The “Cycle Dollar” is the sum of all the CHs’ credit limits within the managing account.

Scroll down and click on the “Send Request” button.
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Process 4: Change a CH Account’s Credit Limit

The CH's credit limit is the total dollar amount that a CH may purchase during a billing cycle based
on the funds certified by the RM. It is refreshed to this amount at the beginning of every cycle.
NOTE: this limit is based on past history and should be adjusted accordingly.

e Click on “Account Administration” and then click on “Maintain Cardholder Account”.
e Enter one of the requested search data and then click the “Search” button.

o Click on “Authorization Limits”. L

e Enter in the amount of certified funds in the “Credit Limit *” box.

/£ Maintain Authorizatiors Limits - Windows Intesnet Explorer
OO0 Wi

i File Edt View Favorites Toos Help

: rm.gm'Ef:_'_"'__; ______;_'J'c;u g2 B v oY Bookmerks W71 blocked 5 chedk v ool v T A g

s |-mmm|mmm

Autharization Limits

Home
Contact Us Hote: Credit Limit eg three times the Cycle Limit (Cycle Limitis the Ameunt of Funds authorized to be spentin a billing cycle).
LCredit Limit * Single Purchase Limit:
psooo 3000
% Cash:
@ |
Available Credit
16302 18
Fiscal First Month:
w0
Standard Yelocity Limits
Total Tatal
Cydie Transaction:
| 751954 0 19
Quarterly Transaction:
____j 1392920 I? s ) 28
o Yearly Transachon:
| 9853262 LIS 27
Custom Velocity Limits
Total Total
Othef Dollar: Other Transaction:
0 1]
Refrgsh From Date:

- Leave the “Cycle Dollar *” amount as “0".

- Scroll down and click on the “Send Request” button.
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Process 5: Adding New Values (e.g. new APC)

b | Accounting Code Management - Microsoft Imternet Explorer E@@
- i
o Click on “System Tooks, elp ! K
Administration”. ®] (2] Ch D seach T Favorkes €2 ®-JE 3
Click on i ' 2
e Click on "Accounting _ hetpsijfaccess.usbank.comfcpsappl usBComSenvet o v oo L
n —
Request Status Queue =
COde. Mgmt". iyl Accounting Code Management
e Clickon et ratps e
% i Account Administration
CreatefMOdlfnyelete Order Management Accounting Code Structure
H = < 3 i e Create ar madity strucures for viewing, entenng, and changing
Child Accou ntlng Rt il ation accounting codes throughout the system.
H i M) Data Exchange
Va"datlon CO"trOI g Repocting Accounting Validation Controls
{ My Persona! Information
| Create view, madify and delats the rules for accounting code valigation.
m Create Mew accounting Yalidation Control
= Create / Modity ! Delete Child 4ccounting Yalldatian Contral
= Modify | Delete Accounting Yalidation Cantral
Home
| contactus Hote: The management of custom and subset valid values lists is done
R through the "Create { Modify / Delete Child Accounting Validaton
Central” link or “klodify / Delete Accounting Validation Control” link
Valid Values Lists
Create, view and deleie lists of valid 2ccounting code values. Also add,
replace or defete values within a list.
= Create Mew Yalld Values List
= Modify/ Delete \Valid Values List »

File Edt View Favorites Tools Help

Qua- O RNEA D Pwwa Srraonss @ -5 1 [TH 3
- 3 | https: ffaccess.usbank.com{cpsapp] JUSAComServiet T h B e
T T T TR T T

® Ensure “Hierarchy
Type” is “Defined at”

. Enter uPrOCESSing IAccuunﬁngCodaStruclureName: .

Hierarchy Position:” F HICType
o For All: Bank — 3058 - . SN ¥
o Agent:

Select Accountin Structur

Pracessing Hizrarchy Fosition;
Higrarchy Type: Bank.  Agent  Company Drislon; Depariment:
| Defined at

= Mission — 0149}\ L
= IMCOM — 9802 W

e Scroll down to see

Selact Positicn

. . Accounting # Alternate  Processing Hierarchy Posit
ChOIceS ava"able at bOttom AVC Name Code Stiucture AVC Type Parent AVC Accounting Codes Bank Agent Company D

of page. STAMNFINS 3058 9802

iy
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: File Edit View Favorites Tools Help

; @Eack v _J i}] @ ::] /:-' Search ‘““ Favorites f‘* 'k}j- .\"# 4 "

i Acddress _E;Tnzbs:ﬂ’;:cess-uM,cchWDDIMEComSavIet ______ = N o o Go. . Linke ®
; ] QR ai= ep o 1 M el 21 17 %] Farent g7
} o) Wat ! il Fa2 Parant :
> . . & 12PS-GAFS OTHER FAZ Parent

L e Click on appropriate ) |APS-3AFS ROTAE SUFPORT Fa2 Parant

. hyperlink in the “AVC Name” O IPSIGAFSWCE Fa2 Parent

¢ column. O How- z Fa2 Parent

{ o Mission —04445USMA ‘? i s e Fae

% O SIES Fa2 Parent

. o IMCOM - 74445|IMA. . L

; O SOWARDS FA2 Farent

O STANFING Fa2 Parent

¢ STANFINS/STERS Faz Parent

& USACFSC FA2 Parent

; 3201 08D Faz Child 14PS-GA&FS OTHER

: 3233FC30 Fa2 Chilg 1APS-GAFS OTHER &
! §422 FA2 Child  IAPS-GAFS 08N -
; 74445114 FA2 Child STANFING

- : Peczigs 1- 26 ot 28

@ Validation Contral - Windows Internet Explares

i g

£ Modfy an Access Cnfne . %
STJ’Qv.- - —
9802 08832 =
9802 09833
9202 09834
9802 09835
9802 09027
9802 0993
3 3058 0802 09930
i 3058 9802 09932
' 3058 9302 22384
3054 8802 230
H 3058 A2 3M22
i 1058 8802 aM1E3
3058 9802 33631
2058 9802 82804
3058 9807 11405

e Click on the “+" in front

- of “Validation Settings” to || B

i open up additional data on w1 Sias |
. the bottom of the current S ot

! page 1+ Triggers Bt o tog | G rn Save

" I#] Validation Settings Pwior lan | 2cio Sne

__________ D RS U SR s o " -

B 2madie,., - Baethem . T boombi- 0o B} mopcatn. (W oSEctime. /7 Mol a0 ces.

P i
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Validale Numedic
alid Value Assi Cusham ¥,
Valdate Agamnst a vl
Enter or Selectfrom List
wilhout Validaticn

Entry Required

Current VVLs Used For Validation Within This AVC
To remese 3 VWl diick the cheddiox naxtto the appropnate WL ana click the "Datete VL™ button. The vaius
ned 9 the YL s the number of Yl vaiuss Inthe Wi |

® CIle on one Of the blue ~ Select VWL Rame () APPROPRIATIONDATA OAC ASH INC. PEC ORG MFP. JO 5AR WCR RBC RSC O
. . Custom: YIC 7AMSIEA (1) o]
hyperlinks (whichever one

Custarm: ASH TAHEIMA (1} @
you want to add a valid Custom: OAC 7424588 11 -
value to).

APPR STAHFINS {11586} e 1
Subset APPR T4445IMA {4} |
Al STANFING {345) 1
at
Custom: DESH T44451MA (490)
OC STANFING {2128}
Subset: OC 74445104 {23)
Custom: WCR T44451MA [437) (]

@ o Error- oK

DEIDEI/EIDI'.IIEI

e Click on “typing

H 13 i

¢ values” hyperlink :

: | Request Status Queue

H Active Work Qeoue 3 =

| Eevipibernl  Valid Values Lists _

: L . ; lanage a Custem Valid Values List

i | Account Administration

: Order Management a ct FTreagg of a Custom valid Valuas List (WL}, P2 a unique WL Name forthis Accounting
! | Transaction Management say click the "Saye” bution.

t | Account Information i

: Data Exchange To delets the Custom VWL, click the ‘T3

§ | Reporting .

| | My Personal Information You can manage the values of tis Custom VL by fyning values or upleading a file
i * = required

: Accounting Code Structure Name: FAZ

H | Accounting Validation Control Name: 742431014

I | Home

i | ContactUs

< Segment (Length)

Cuostom Valid Values List Name APPROPRIATION DATA (20) OAC(2) ASN(5) WIC(6) PEC{

=R



S B e i i i s

¢
1
i
0

i

T

. for “New Valid Value(s)"\
and select the number of

e Click the drop down field

records that you want to
add

« Click the “Add” button

e Type in the “Segment
Value” and “Segment
Description”. Note: they
are case sensitive.

e Scroll to the bottom of
the page and click the
“Save” button.
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e | Manage Yalid Values - Microsaft Internet Explorer

Display |25 v Values per page

| Search ]

To add new \alid ¥alue(s), select the number of new values vou wish to create and click the "Add” butten.

To delete Valid Value(s), check the "Delete” checkbox on the correspanding row you wish to delete

1% Newvalid YValue(s)

Recards 1- 28 of 543
Page § | 212|412/ 8 218 2|20 21| 12033) 2412/ 18 | 17| 1811820 2] last

Segment Value  Segment Description
Delete  DBSI! DBESH

{OPSPR& OTHER

e Blue message indicates
your action was successful.

Request Status Gueue

Active Work Queus -+

psippnmlll  Valid Values
. ¢ . Manage Valid Yalues

Account Admu

Order Management .

T e O st values Save was successiul

Data Exchange

Account Information Valid Values List Name:  WCR 74248004

Reporfing Enfar full or parial sEgment valuas, segment value dasenplions, of leave Blank 1o aew zll Jaid waluas Then

My Personal information click the "Search” button.

Value:
Descrption: |

| Search J

T add new Yalid Valug(s) select the numbar of naw valuas you a1sh fo create and ook he "223" suton
To dalete Valic Values) check the Delets” chackio on the Semespending row ;08 wisn 1o 2elate.

Ta complete managamant of Vaid valueis) (ade, modify, dalete;, chck the "S3ag” bukion,

BT 1 huewvaiavanats)




AXOL RM “How To™" Manual

Process 6: Creating New Alternate LOA’s

BLANK FORM FOR ESTABLISHING A NEW ALTERNATE LINE OF ACCOUNTING

IF HELPFUL, COMPLETE THIS BLANK FORM WITH YOUR VALID VALUES THAT YOU WANT TO USE
PRIOR TO INITIATING THE ESTABLISHING YOUR NEW ALTERNATE LINE OF ACCOUNTING. WITH
THIS, YOU WILL HAVE THE DATA (VALID VALUES) IN FRONT OF YOU AND SHOULD HAVE NO
QUESTIONS AS TO WHAT YOU ARE ENTERING IS CORRECT:

ALTERNATE ACCOUNTING CODE NAME:

(Name you assign; share with CC Holder)

APPROPRIATION I;}AT-A: 212008200920200000 (sample only)
21 for Army, (200920089) for the FY twice, (2020) for type of funds, and then (0000) simply four zeroes

uic:
(standard GPCO & DPI)

WCR:

(your DPI & APC)
OcC:

(whatever 4 alpha/numeric EOR/Object Class you want to use)
DBSH:

(your APC & DPI)
Al:

(your fiscal station)

R e ST AR e e 2} Accounting Code Management - Microsoft Internet Explorer
Fle Edt WView Favorites Tools Help

. Click on “System S-e w03
. Administration” in left :

. column navigation bar.

Accounting Validation Controls

Create, view, modify and delete the rules for accounting code validation.

= Create Mew Accounting Yahdation Controt

= Cregte ! Modite / Delete Chila Accaunting Validatian Contral
= Wodify ! Delete Accounting Yalidation Santrol
Hote: The management of customn and subset valid values lists is done

through the "Create / Modify / Delete Child Accounting Validation
Control” link or "Modify 7 Delete Accounting Yalidabon Control” link

e Click on “Alternate Valid Values Lists
¥ Accounting COde“‘ \ Craate, wiew and deiete ists of valid accounting code values Also add,

e Click on “Accounting
Code Mgmt” in left column
navigation bar.

replace ar 2elete values within a ist

= Create Maw Yalld Values List
= Kodify  Delate Valid Values List
Alternat

Craate. view, modify and delete the full lines of accounting that can be
used for reallocation

HE.S
W

s = S B : ;_--.-.-_.-.-ﬁ i

N e e e TV —

W {3 Accounting Cade Man.., 3 [ > ‘J'm.gz!m
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e Click on the appropriate link
; : AVC Name hyperlink that is

appropriate for your organization
: o Mission — 04445USMA
: o IMCOM - 74445IMA

Thls is where you can elther

i add a New Alternate Accounting

i Code or look for an already

i existing Alternate Accounting

i Code Names by filling in the
Data Segement Block.

i e

o Click on “Manage Alternate
: Accounting Codes”

Request Stots Quene
Active Work Queve

Prisslyuitenet Bl Alternate Accounting Codes

: 7 Coch Search & Select Accounting Yahidation Contral
Account Admnistration
Order Management
Transaction Management
Data Exchange

Account information

R

name andior Pracessing b

You ¢an 3ise reale an Actounbing Contral

eporting
My Personal information
Accaunt Validation Contrel (AVEMama:

ccounting Cude Structre Hame:

elect 2ocoyntin

Feacassing Hierarchy Posilian:

Hhersrehy Type  Bank  Agent

Company Drasicn: Depantment

Tcr s&srch far an Aczounting u’.lldaaon Condrob (44CY, trpe a full ar parial name in the Azzounting Code
archy Posifion ted soves Laave Soth biank 1o relum all 4985, Chick
the “Search” fufien, hen select an Aszounting Validatian Cantral from the list below.

SeladiPogiion

8 AVC Type

Child ETAHFINGS

# Alternate
Parenl AVC  Accounting Codes
1112 3653 2@02

Processing Hisrarchy Position
Bank Acent Company Division [Deparimeni Segmentis)
AFFROPRIATIONT

Fils  Edit ‘View Favorites Tools Help

O - ©

Address f,‘ hittps:ffaccess. ushank, com,fcnsnppl,ﬂ.lSBCmServlet

: _: /'1 f-Search x""’FavorLtes {'?" :

U.S. Bank Access Online

| Request Status Queuve
Active Work Queune
1 Sys!em Admtmstrahon

| AaccomtAchnmstmnon
| Order Management
o Mananement

* = required
zeneral Parameters
Farent Accounting Valigaliom e

| Transaci
| Account Information

| Data Exchange

| Reporting

| My Personal Information

Accounting Validation Control
Modify @ Child Access Online Validated Accounting Validation Centrol

Mumber of Created Allernats Acﬂounnng codes (AACH

STANFINS

Manage Atemnste 2ccounting Codes

Defined at*
Bank Agent  Comgany:
2088 (B802 || . SalectPosition

Assigned at

15 =

Add/Edit




o Click the drop down field for
“‘New Alternate Accounting

of LOAs that you want to add

Code(s)” and select the numb%
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|il\t 'E] _;_[ _',:' Search

7 pack - i‘} P Ry o o e W (T L

1= | @ https:ffaccess.usbank. com/cpsApp! /USBComServiet v EJe e ™
SAC T ame and supply segment valles i

Single segment values may be fyped or selected by dicking the Search icon {if the segmentis
associated to a'alid Values List}

ultiple values for 3 segment may be entered by clicking the "Details” link or selected by ticking the
Saarch icon.

To modify an AAC, change the AAC Mame or segment values as descrited above

lete 3an AAC, check the Delste checkbox.

C] . k th Add b To complg management of the AACs (add. maodify, delete), click the “Save™ button,
ie ickthe ® " button -

: -—’m T % New tlternate Accounting Codeis!

| o Enter “Alternate Accounting "= required

; Code Name” that all will e Wl

understand. Note: Inform CH
and BO of the code name.

e Type in data from the blank
i form (this is faster) or use the
i magnifying glass to select the

Fage: 1| 213121587318 10/ 111121314118 1011715 |18)20

Accounfing Code - Segment Name{Length)
APPROPRIATION DATA {20)

Alternate Accounting Code Name
- | *Q Datails

N

O  |ACCESSCONTROLOPERS | 212003200820200000 | * S Dstalls
O  [ADMiINATECOMP | [212c08200820200000 | " Details

OAC (2)

Q Details

Q petails

=

Q Details

3 Manage Alternate Accounting Codes - Microsoft Infernet Explorer
File Edit ‘iew Favortes Todls Help
Qe - &) -

Ad &' hittps:/faccess.usbank.cam/cpsApp1 JUSBComSer viet

= B & Dsead 7revartss £ A

: appropriate data for each of the
¢ fields below:

o Appropriation Data(20)
Enter APPN that is
appropriate for your
organization.

APPN format is:
21(4-digit FY)(4-digit
FY)20200000

UIC(6) - Enter whatis — |

appropriate for your
i organization.
o Mission — GPCOL2
: e IMCOM - GPCO2E

vilues as described above

elete), click the "Save” button.

&(s)

121751812328

|l Accounting Code - Segment Name({Length)
{

APPROPRIATION DATA (20) 0AC (2) ASH(5)

e T Q Details |
| [212008200820200000 | A Detas | [T | O et
212008200820200000 | R Defails T Qpstis
212008200820200000 | * Datails T Q petails
i *Q petails g1 | & Details
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EE&

File Edt ‘View Favorites Tools Help
Qo © WA Poowd oo @ -5 W P 3
Address | B hbpsiffaccessusbank comjepsAopl/USBComServiet T T e ke ®
o WCR(B) - Click on the e | [0  2EDESE  SIMPLEX(08) &
magnifying glass or type in El 1 #eemn
the appropriate data. (Note: ANl A
. D 2ESANP Sampie APC to Practice Leading an 4PC
this screen shot shows B demsr  SWREWCH
clicking on the magnifying 0 i : .
glass.) Scroll down to O zwous
Values. Check the box O 2w
next to the appropriate O wonE
WCR/DBSH. OSSR
O 2WD1AG
. . . 0  2wouH
NOTE: If data is typed in, this 0O 2woial
screen does not appear. Go to 0 2womK
screen shot at bottom of page 0O zeoma
18. 0 2wo1an =
O 2NDTAN s v

{

§

i

;

{

§

:E | ] A
’ a
§ ——e
E o Scroll up. Display 25 ¥ Values per page -
i

: ; | Search J

. o Click the "Select >>”\

. button. _ _

: 3 value to the Selected Valid Valuets) list, sefect the value In the ist o tha left and click “Select==" To remove a selectsd value

: from the rk the value inthe listto the right and dlick “=<Remaove”. When you are satisfied with your selection(s), click “Accept

' NOTE: If data is typed in b

P NUTE yp ) Found Vaiid Values Seiected Valid Value(s)

. this screen does not appear.

; Zreoe All $hown | Ungrad Al Skown

. Go to screen shot at bottom Raceras 1 581 of 281

: Of page 1 8 Select WCR Value Description m Remove WCR  Value Description

; O DWA12E LTI e veiues seincied |

J O DWFF2E

0 Dwaze

i []  DxeHzE

3

t O DZFF2E ECUIPHIENT PURCHASES

i- (- [ T o ARE AT SRR AR ASEA TARFD b
;

) Search & Select Yaid ...

iy



NOTE: If data is typed in,
this screen does not appear.
Go to next screen shot.

o) Sg:ro]l down.

o Click the “Accept
. Value(s)’ button.

AXOL RM “How To" Manual

2 Search & Select Yalid Values - Microsoft Internet Explorer
File Edit ‘iew Favorites Tools Help

1
2
k-

@B&ck - ,“,1 ﬂ @J f:‘ J::’ Sean:h. hs Pamtﬁ“ e’ ‘-T

e
=

sechecs | @ hitps: faccess. usbank, comfcpsApp! fUSBComServietsfoundist

ZWOI1AC
2WD1E
2WD1AF
ZWD1AG
2WD1AH
2WD1AJ
2WD1AK
ZWD1AL
ZWD1AM
2WD1AN
20D 1P
20D 1A1

BOOZOo0EBROBRREO

Recceds 1 - 581 of 581
Cheoe a1l Srewn | Upghaoe 31l Shean

Actept Value(s)

o OC(5) - Enter "Object
class/EOR” that you want
to use for new Alternate
Line of Accounting

© o DBSH(6) — Should

¢ automatically populate
when you select the WCR.
If not, type in what you
want to use as your DBSH

o Al(6) - Enter
. appropriate FSN digits
!

i o Scroll down and click
- on the “Save” button.

. o Click “Back to Modify —
i a Child Access Online
. Validated Accounting

Fle Edt View Favorikes Tools Help
Oeak = - %] (@] T JTseath rrmetes £2 3 :‘; -8 3
Address E“h_tt_ﬁ;a;a:;es:L;nk:owcpﬁ-pplfuﬂowﬁervlet o ~ Gu Links ¥
& pescsseciRerent ... 21200820020200000 | * DeGIE | ol
[0  [BASEREAL/CLOSURE OPER [212008200820200000 | " Details T @ el
[0 CONDUCT ASSESS OF INSTALL [2120082008202c0000 | K Details T Qopem
O lcowucicostwanr | e %oems| | Qo
00 [CONDUCT GCSTRUCTURE SUI Z12008200826200000 " Detalls | @ Det
[0 [CONDUCT INSP COMM POV [212008200820200c00  * Retails T Qo
O [pHRFY® 212008200820200000 |~ Details 5-3_- Q petail
[ DWFF-TECHNICIANS 212008200820200000 X Details [ Qopea
O DWEN-MANAGE FS PROG 212008200820200000 ¢ " Detals U] @ opetl
Q Sasrct for valid value
Facores 1- 25 of 432
Foge 11203151 2181 718121101201 121 120 141150 181 474 18119130,
v
S 5

: Validation Control”
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» Blue message indicates
the process was successful.
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? Manage Alternate Accounting Codes - Microseft Internet Explorer

Alternate Accounting Codes
Manage Alternate Accounting Codes

(] Save was successful for Altemate Accounting Code SAMPLE FOR TEST APC, ACCESS CONTROL

OPERS, ADMIN ATS CORP ADRUN (MA PROCESS MGMT IMP PROG, AFH: DZDB-1EA: NONGFOQ FURNITURE

PURCHA, AFH: DZFE-2540: HCHGFOQ-EQUIP REP (CONTR, AFH: DZTF-31EA: NONGFOG; EQUIPMENT PURCH,
AFH: DZF1-2540: GFOQ-MOVEHANDLE FURKN (C, AFH: DZF2-2540: AFH - GFOQ REPAIR FURN {, AFH: DZF3-
J1EA: GFOQ FURNITURE PURCHASE. AFH: DZF4-2540: GFOQ REP CQUIP (CONTRACT, ATiE DZFS.31EA: GFOC
ECUIP FURCHASE, AFH: D2M3-2400: PRINTING AFH: DARA.2540 GFOQ MAR ICONTRACTS), AFH: D4RB-2540
CTRS5 103-511 (&R} CONTR, AFH: DARM-2540 OTRS 515 & HIGHER- &R {, ASSESS GC CRG PERT. BASE
REAL'CLOSURE OPER, CONDUCT ASSESS CF ISTALL STATUS, CONDUCT COST MGMT, CONCUCT GC
STRUCTURE SUPP ANAL, CONDUCT INSP CONMIM &POV, DHR FY0S, DWEF-TECHHICIANS, BVWFH-MANAGE P
PROG.

Accounting Code Structure Hame: FAZ
Accounting Validation Control Hame: 74445IMA

Search for an Altemate Accounbng Code by typing a full ar partial Mame andior typing 2 full or partial Segment
and cptienally selecting whethar to saarch in all segments, ona specific segment, or many segments. Select
whether to search for the Name andlor Segment Value only at the beginning of the fisld ar anywhere within the
Be aware that s2arching for a contained phrase may slow down the search. Then click the "Search™ butten,

Alternate Accounting Code Name: £

Process 7: Adding Alternate LOA’s to a Managing (Billing Official) Account

PR

H
!
!
5
!
H
§
i
i
{
i
|
{
)
:
)
H
H
|

e Login

e Click “Account
Administration”

o Click “Managing
Accounts”

e Enter search data

e Click “Search” button

Edt VYiew Favorites

Exj z,‘,',} ;'f_/;] j‘:" Search ‘{\'"Fauortes L2

Toolks  Help

Request Siatus Queue
Active Work Quene
System Administration
Account Adminstration
Cardholder Accounis

Order Management

Transaction Management
Account information

Data Exchange

M .

My Personat Infemnation

Home
Contact Us

Managing Accounts
Search & Select a Managing Account

Managing Account Search

Search fer a Managing Account by ktanaging Account Mumber, Mame. or Company Humber.

Kanaging Account Mumber,

Managing Account Mame:
OR |

Lasthame: FirstName:
oR || |
| O]

Campany Mumbar,

| B seathsscectaMa




i
i
l

}
i
i
-
!
F

e Click "“Default

Accountmg Code” hyperlink

e Scroll down to
“Associated Alternate
Accountlng Codes”

e Click “Select AACs”

. hyperlink

AXOL RM “How To" Manual

n Smry ot Tosine: Wierisnts Intethel Explnrer
Fle Edt View Favorites Took Help

.".l'access usbank coma’:nsADoLIUSBComSeMet

v e ke ?

Req.nst Slaiu; Queve
Active Work Queue
System Administration
Account Administration
Cardholder Accounts

Managina Accounts
Summary and Tasks

A

War Iﬂlnlg{ng Account Humber, 47T18204000420832 ANGELIKA & HATTAR

Order lulanagammt
Transaction Management
Account Information

Data Exchange

Reporting Product: Purchasing
My Personal information

Name:  AMNGELIKAH HATTAR
Status:  ""-CPEM

Task
Estract Information
Default Accounting Code

Authorization Limits

Description

Select a task to maintain its contents. Repeat if changes are required in ancthertask. You can also view
account requests in the request status queus.

Bank: 3058
Agent: 9302
Company: 02324

Input financial extract information assigned to the account
Input the default accounting cade assigned to the account

Input autherizatien limit infarmation such as craditlimit, single purchase limit,
and available cradit

Switcn Apgounty

© 2008 U.S. Bancorp

_‘_ a Sunw;rdeasbv o

Fle  Edit

Q Back =

Addras & https H'etcess usbank com, cps.ﬂwl,l’LlSBCamSeMet

View Favortes Tools  Help

ERERe

) Reallocate by Alternate Accounting Codes

* = required

Default Accounting Code

Segment Hame (Length)
A_PF'HCIFR[*TI["N D ATA (20)

ASN (5)

UIC (6)
(GPCO2E -

PEC {12)

Q. gearch for valid value

\ Associated Alternate Accounting Codes

Select A%

Reecras 1-32 21 32

Remove Altemate Accounting Code Name

DEF4 - 26EB - POWER PLT SUPPLIES
O D5G2 - 2540 - UFD GAS READINGS (CONTRACT

Accounting Code - Segment Name(Length)

APPROPRIATION DATA {20)
212008200820200000

212008200820200000

OAC (2] ASN (5)

LT {5)
GPCOZE

GPCOZE ,




. o If you do not know the

:

e

AACN you want to attach,
choose any “segment
value’; i.e.,, WCR, and type
that value in the ‘segment
value’ block.

| ContactUs

e Type in the APC you
need to add in “Segment —-
Value”

\. T

AXOL RM “How To" Manual

Flle Edt View Favorites Tooks Help

Ot -

255 | B _h@'_tg_sf:!lf,lia_:ées_s,_u._sbank.cnm,fcp;i;)pt.jUSBCunﬁér:»Ia-t- -

DA
B =

‘;.Se&'dl i

Then click the "Search” button.

Alternate Accounting Code Name:

o Select “Segment —
Name(s)” All or the
appropriate Segment Name

e Click “Search Type” -~
drop down and change to

“Contains”
/

e Click the “Search”

g sl e
o Favarites 41 :;:—":' o

22 Search & Select Alternate Accounting Codes - Microsoft Internet Explorer

[ B W T S e T T S T W T S e e e My Toweor s
results you wantto display on this page. Be aware that selecting mors rows per page may slaw down the sez

»

v e

Limks

Segment Value: “Segment Mame(s)
[ T "] contained anywhare within Hete: Held scwn the Crl vey to make mubicle seb
B2 | Al e T ";\"
=" APPRCPRIATICN DATA [
DAC i
AEM :
e i
|PEC S
Search Type: | Begins with v
Display 25 ¥ Altemate Accounting Codes per page
Alternate Accounting Code List .
W
e— — a

tqqt’gon

{21 0one

) Search B Seleck Alter.,.

-21 -




» You now have-a
selection to choose.

e Check the box in the
“Select” column of the LOA =
you want to add.

e Click the “Select” button —

o New Alternate LOA

appears in list of Alternate™~{ ..

LOAs

e Click “Send Request”

{__’-:
&l
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2 Search & Select Alternate Accounting Codes - Microsoft Inferniet Explorer
Fle Edit View Favorites Tooks Help

OQut- O HEAL

C s e
Search ";‘ Favorites g

£

"

Adlisss 2 https:ffaccess.ushank.comfcpsapp L [USEComServiet

\;-Go

Links

»

Search T‘fpe:i_ V[

Display| 28 ¥ Alternate Accounting Codes per page

| Search J

Alternate Accounting Code List

Chad: Al Shewn | Linghamk Al Shewn

Recoess t -1l

Accounting Code - Segment Name{Length)
Select Alternate Accounting Code Name APPROPRIATIONDATA(20) OAC(2)
¥ SANMFLE FOR TEST APC 212008200820200000

ASN (5)

UIC (6]

PEC (12)

Records1-1oft

Cragr &l Showr | Unonase Al Sheer

== Back to Maintain Default 4ccounting Code

&3

Tistart, [Wpsstet | B seachaseectate..

2 Maintain Defauit Accounting Code - Microsoft Internet Explorer

Fie Edt View Favorites Tools Help

Q- © X B th Domcr Prromam @ -5

sss | g8 https:ﬁaccess:].;M;ow:psapplﬂ.k_sa@msﬁvle:

[T Doz 28 Er s R B T T RIS = | I T2 D eI o0 e 25 20000
D5W2 - 252C - EP&SD MASTER PLANMING (TRA | 212008200820200000
SAMPLE FOR TEST APC 212008200820200000
WEBER'S INV 08 - DSKF - 2549 212008200820200000
WELDING - D553 - 2540 212008200820200000

T Edco tnks ™

BT HoAN GFCOZE '~
83 B2AN GPCOZE
GPCOZE
B2 B3AM GPCOZE
B3 B3an GPCOZE

Feoorss 1- 35 of 38

Derad ing Code Comments: Ty
{TEST S#MPLE FOR SOP. DO MOT USE. i

o 1
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If you should have any questions about the steps or instructions in this Access On-Line (AXOL)
RM Users Manual Help Guide, contact your GPC A/OPC, Contracting Office, x5859.
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