Step-by-step procedure to match an eOrder with transaction(s)
Instructions cover the below information

1. NEVER, EVER Create Manual Order(s)-if you do your cards will be suspended

2. Cardholder Match multiple transactions and approve statement steps

3. Billing Official Certification steps

2. Cardholder Match multiple transactions and approve

statement steps

Go into Access Online

U.S. Bank Access® Online

(Ebank

Event Driven Notification
Order Management
Tranzaction Management
Account Information

+ Statement

1. Account

« Account Profile| management

Reporting
Data Exchange
My Personal Information

Home
Contact Us

Training

Cardholder needs to print out their statement and place receipts in order of the statement. Then once
Cardholder is done approving the statement give the Cardholder Statement and all receipts to the BO.

Account Information

Statement

Wiew account statement(s).

m Cardholder Account Statement

m Managing Account Statement

m Diversion Account Statement

Account Profile

2. Cardholder
Account Statement

Wiew account demographics, limits, accounting code, and other related infarmation.

m Cardhalder Account Profile

m Managing Account Profile
m Diversion Account Profile

1. Cardholder should click account information

2. Click cardholder account statement

The statement will be used to ensure you only match the transactions on the statement.
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U.S. Bank Access® Online

|
E@bﬂl‘lk Order Management

Order Maintenance
View, create, maintain, cancel, and/or suspend order

System Administration
Event Driven Notification

Order Managemet 3. Click yecords.
+ Qrder Maintenand - order = Create Mew Order Record 4. Click match multiple
* Match Multiple Org management .
_ ] ) orders to transactions
Transaction l'-'lanﬂ_gement Match Multiple Orders to Transactions
e Manually match an unfulfilled order to unmatched
Reporting transaction(s).

Data Exchange
My Perzonal Information

3. Click order management
4. Click Match Multiple Orders to transactions

NOTE: If you are BO/ABO matching on behalf of the CH then another screen will pop up asking you to choose
your role. At this point you will choose Cardholder.

@bank Order Management

Search and Select an Account

System Administration
Event Driven Notification
Order Management

+ Order Maintenance

Cardholder Account Search

Search for an account by Cardhaolder Account Mumber, Mame, or Social Security Mumber. You can also find a

* Match Multiple Orders cardholder account by first Searching for a Managing Account.
Transaction Management 5. Input last
Account Information Account Mumber:
Reporting name
Data Exchange
My Personal Information Last Mames First Mame:
OR
Home Social Security Number;
Contact Us OR
Training 6. Click

Search

Note: If your account does not come up right away you may get this screen. If you get this screen do the following:
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5. Input your last name

6. Click search

U.S. Bank Access® Online United States Army

Our Payment Products  Logout

@bank- Match Multiple Orders to Transactions

Select Transactions to Match

ST S ===
Card Account Number: Switch Accounts
Order Management Card Account ID:

* Order k ]

* Watch Multiple Orders . « [latchlist. Th lect -
rransactionmanagement | 7. INPUL the date range Ex. April statement “ [acne uaentore] 9. Input the date range Ex. April statement
Reportng 03/20/2013- 04/19/2013: to search a eOrder “ 03/20/2013- 04/19/2013: to search all
Data Exchange hed Transactions Aval .

My Personal Information created by your Pr Processor transactions
Home
Contact Us Date Range - Unfulfilled Orders to Match: Date Range - Unmatched Transactions Available to Match:
2 amarn Start Date - End Date: o Start Date: - End Date o
03/20/2013 @y, 0492013 &~ lick 03/20/2013 @+ ,, osno03 F
MIWDDAYYY MWDDAYYY 10. Clic MM/DDAYYY MWDDAYYY
8 Click gy Search D o
Search -
12. Select each transaction to match

Check All Shown | Uncheck All Shown
Unmatched Transactions
Hote: Locked Transactions are not available for selection

Unfulfilled Orders to Match to your SEIECted Order (Rebate)

Select OrderDate ¥3  Amount QOutstanding Merchant Name Select Amount Merchant Purchase ID

Dollar Amt
G 04/22/2013 5-2.34 $-2.34 GPC REBATE 2100129081-00001

11. Select the

0418 $234 CR USBANK REBATE-THAMK YOU

Order to match 03/30/2013 $2 644.00 $2644.00 RAP PURCHASE 2100107154-00001 03/29 §793 51 GSAIFAS GUCYJIV3072CAAA
transactions to # ¥ Control Number Not Unigue 02/20 54023 GSAFAS GUCYIVI0T2CAAA
03/20 599246 GSAFAS GUCYJV3OT2CAAA

(A% Resllocated

(Rebate)

Chedk All Shown | Unchedk All Shown

7. Select a date range for the order list
8. Click the Search button.
9. Select a date range for the transaction list
10. Click Search button.
11. On the order list, select the order to match transactions to.
First example is -2.34 rebate transactions

NOTE: a new PR/PO must be created for rebate transactions (these should be Quarterly rebates)
12. On the transaction list, select each transaction to match to your selected order.
13. Click the Match to Order button.

13. Click match to
order

IMPORTANT NOTES:
a. If you do not see any eOrders then take the date range out and click search to see if anything pops up.
b. Returns-

1) If the merchant issues a credit for a purchase a new PR should not be created
2) Instead, the cardholder should match the credit against an already existing (PR/PO process) eOrder that
the debit was originally matched against
3) The return will fail if the amount being credited exceeds the amount of the debits matched to the PO number.
4) The return can occur in the same or a subsequent billing cycle( up to 6 months later)
5) If the original debit occurred before rolling onto the PR/PO solution and there is no PR/PO eOrder,
follow the rebate process below in #3.
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c. Rebates-

1) A U.S. Bank issued credit(Rebate) will require a new GFEBS PR designated by Account Assignment=R
(leave amount positive)

2) NEVER MATCH A REBATE TRANSACTION TO A DEBIT EORDER

3) This PR will then proceed through the normal workflow process, which will create a PO and eOrder
d. Once an order is fulfilled, then the order no longer displays on the order list for matching. Once you match a

transaction, then the transaction no longer displays on the transaction list.

U.S. Bank Access® Online

.
@bal‘lk. Are You Sure?

Matching will replace existing transaction allocations.

System Administration
Event Driven Notification
Order Management

* Order Maintenance

* Match Multiple Orders

Do you still wish to continue?

Cancel Match

Transaction Management

14. Click match to
order

Step 14- Once you click match to order the system will ask you are you sure.
-If you are sure you want to match the transactions click Yes Match

-If you need to change something click cancel match and go back in and match the correct transactions

Check All Shown | Uncheck All Shown
Unmatched Transactions
Unfulfilled Orders to Match Note: Locked Transactions are not evailable for selection
Select OrderDate #s Amount Outstanding Merchant Name Control Number Trans Amount Merchant Purchase ID
Dollar Amt
04/22/2013 5-234 $0.00 GPC REBATE 2100128081-00001 3128 579351 GSAFAS  GUCYJV3IOTZCAM
@ 0330/2013 $2,644.00 $2,644.00 RAPPURCHASE 2100107154-00001 03/29 54023 GSAFAS  GUCYJV3072CAAA

£ Contol Number NN 03/29 590246 GSAFAS  GUCYJV30T2CAMA

15. Select the order _&ﬁ&/\

17. Click .
match to to match transactions 16. Select each transaction to match to your

to selected order($793.51, $40.23, $992.46)
order

Notice: your unmatched transactions no longer shows the credit it disappeared once it was matched to the GPC rebate
eOrder .

15. On the order list, select the order to match transactions to.
Second example is monthly eOrder
16. On the transaction list, select each transaction to match to your selected order.
In this example you will click $793.51, $40.23, and $992.46. (make sure your total transactions does not exceed
your total eOrder.
17. Click match to order button
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NOTE: If the total transaction(s) exceed the eOrder get with your Billing Official who will get with your PR
processor to increase your eOrder. If eOrder does get increased from your PO processor you should get an email from the
RM stating your eOrder was increased. You WILL NOT see an increase in your eOrder in access online so make sure to keep

the email in your GPC file to show that your eOrder was increased.

(Ebank

Are You Sure?

System Administration
Event Driven Notification
Order Management

* Order Maintenance

Do you still wish to continue?

Cancel Match
+ Match Muttiple Orders ance’ ar

Matching will replace existing transaction allocations.

Transaction Management
Account Information

order

18. Click match to

Once you click match to order the system will ask you are you sure.

If you are sure you want to match the transactions click Yes Match

If you need to change something click cancel match and go back in and match the correct transactions

19. Amt left
on PR/PO

Unfulfilled Orders to Match

Select OrderDate &8 Amount Outstanding

Dollar Amt
$0.00 GPC REBATE 2100129081-00001

Merchant Name Control Number

C} 04/22/12013 §-2.34

Lheck All Shown | Unchedk All Shown
Unmatched Transactions
Mote: Locked Transactions are not available for selection

Select

Trans Amount

Merchant Purchase ID
Date

No unmatched transactions are available for thiz account.

03/30/2013

52,644.00 §817.80 RAFPURCHASE 2100107154-00001

;_E Control Number Mot Unigue

(A% Reallocated

Chedk All Shown | Unchedk All Shown

Once Cardholder has matched everything to the correct Eorder, the Cardholder will notice that all unmatched transactions

have disappeared.

19. If you look under outstanding dollar amt you will see what is left on the PR.

STEPS 20-27-- PLEASE GET WITH YOUR RESOURCE MANAGERS TO SEE IF THEY WANT YOU TO
COMPLETE THESE STEPS OR IF THEY WILL BE DEOBLIGATING THE FUNDS ON THE PURCHASE ORDER

IN GFEBS.

If this step does not apply to you please go to Step 28
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U.S. Bank Access® Online

@bank Order Management

21. Click order maintenance

System Administration

Event Driven Notification

20. Click
order
management

Order Management
* Order Maintenance

* KMatch Multiple Order

Transaction Management
Account Information

Reporting

Data Exchange

Order Maintenance———
View, create, maintain, cancel, andfor suspend order
bords.

Match Multiple Orders to Transactions
Manually match an unfulfilled order to unmatched
transaction(s).

My Personal Information

20. The cardholder will click Order Management

21. Click Order Maintenance

U.S. Bank Access® Online

United States Army

Our Payment Products  Logout

(Ebank

Request Status Queue
Active Work Queue
System Administration
Event Driven Notification
Account Administration
Order Management

» Order Maintenance

Tr: i ent

Order Management
Search Order List

Card Account Number:
Card Account I

Switch Acoounts

[+] Search Criteria Feturn to top

T
Account Information
Reporting

Dashboard

Data Exchange

My Personal Information

Home
Contact Us

Training

Order List
Click on the Control Number to view the details. Click on the Receipt Status to manage the Receipts.

Records 1 - 25 of 38
Page: 1|2

Order Date ¥3 Control Number Merchant Name Amount #ofLine Account Source

Items Number

04/22/2013 2100128851-00007 LK APRIL FUNDING 5-261.00 1 ..5050  ARMYGFEBS Not Received
04/22/2013 2100128852-00001 BUL MDING §-48.80 1 .5050 ARMYGFEBS Not Received
04/14/2013 2100117231-00001 BULKAPRIC 1,000.00 1 .5050 ARMYGFEB3S Not Received
03/26/2013 2100106696-00001 BULK APH ARMYGFEBS Mot Received

22. Click the control #

Receipt Status

Status % Fulfilled Last Match
Partial ~ 100.00%  04/25/2013
Partial  100.00%  04/25/2013
Partial  12.74% 04/25/2013
Partial  87.23% 04/25/2013

22. Click control number for the eOrder you will need to change “SAR/GFEBS FINAL INV” from N to Y on your

transactions.

REMEMBER: you will have to do this for all eOrder(s) at the end of the cycle before you approve your statement.
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@bank Order Maintenance

View Order

System Administration -
- . Card Account Number: Switch Accounts
Event Driven Hotification Card A " |D-|_|—| |

Order Management Role: Certified - BO Switch Role
* Order Maintenance -
* Match Multiple Orders --

Transaction Management
Account Information

Reporting Control Number: 2100110522-00003 Order Date: 04/09/2013 Match Status:  Fulfilled

Data Exchange Amount: 14,649.00 Merchant Name: GRAYBAR % Fulfilled: 100.00%

My Personal Information Tax Amount: 0.00 Variance %: 0.00% Freight Amount: 0.00
Receipt Status: Trans. Matched: 1 Billed Amount. 14,648.00

Home Source: ARMYGFEBS .

Conle s ;_E Control Mumber Mot Unigue 23. ClICk matChEd

U transactions tab

Detais | Matched Transactio

Use the Details tab to edit user-entered data prior to automatic andfor manual matches to transactions. You
may also change the match status to, for example, suspendfunsuspend or cancel.

*=required
Collapse All Copyto Create New Order
-] Information Return to top | Go to Save
General
Control Number: ® 2100110522-00003  Order Date: 04/09/2013 Creation Date: 0412/2013
Match Status: Fulfilled Source: ARMYGFEBS User ID: Unknown
Business Unit: AZAGM Invoice #: Document #: 460010243300003

Transaction Method

Requestor Mame: Code- Authorization Number:
Financials
Credit Order
Amount: 14649.00 Total Tax: 0.00 Line Item Tax: 0.00
Other Tax 0.00 Freight Amount: 0.00 Source Currency: U.5. Dallar
Source Currency . .
Amount: Property Book: UID Required:
Contract Payment Contingency

Miscellaneous Amount:

Method: Operations:
Merchant
Merchant Mame: GRAYBAR City: Unknown State/Province: UMK
FPostal Code:
Ship to
City: State/Province: Postal Code:
Destination Code: Hazardous Materials: OCONLTIS Shipment
Method:
Merchandise Received Merchandise Meed

23. Click matched transaction tab and scroll down to matched transactions (see next screen shot)
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Order Maintenance
Maintain Order

Card Account Numbecl
Card Account ID:
Role: Certified

Control Mumber: 2100110522-00003 Order Date: 04/09/2013 Match Status:  Fulfilled
Amount 14,649.00 Merchant Name: GRAYBAR % Fulfilled 100.00%
Tax Amount: 0.00 Variance %: 0.00% Freight Amount: 0.00
Receipt Status Trans. Matched: 1 Billed Amount.  14,649.00
Source: ARMYGFEBS Last Match: 04/25/2013 Usage Code:

7§ Control Number Not Unigue

Details | Matched Transactions

The Matched Transactions tab provides information on the results of a match, including the list of matched transactions.

Match Summary IMatch to Transactions
To match it to transaction(s), click the "Match to Transactions™ link.

Amount  14,649.00  Billed Amount: 14,649.00  Variance Amount: 0.00

% Fulfilled: 100.00% # of Transactions Matched: 1 Wariance Percent: 0.00%

Matched Transactions

Tounmatch, select one or more transactions and click on the "Unmatch” button.

Toviewthe transaction’s details, click the "Trans Date” link H H
To match to more transactions, click on the "Match to Transactions” link. 24- CIICk aCCOU ntlng
Records 1-10f 1

Unmatch Status Match Posting Merchant Amount Match Source Date of Match PurchaselD Accounting Code

® Ooa Date

[1111] 04102 04i03 KEROX CORPORATION/RBO  $14648.00 ARMY LYNNEGROPPEL 04/25i2013 066941540 202010013 131034QNMG| |AZAGH|S8TT0[817.01.002 |ZAGMO00] | [v] [M| | 126RB | | | | [4600102483-00003

® reviewed © Disputed O Mstched 4k Exception

Check All Shown  Uinchedk All Shown

24. Click Accounting code

Transaction Summary

Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail € PurchaselD @ Accounting Code

@ 04102 0403 XEROX CORPORATION/REO 888-888-8888,NY  14649.00 (@ 066941540 (A% 202010013 131034QNMG| [A2AGM|S.0010/817.01.002 [2AGM0001| | [y IN| | I26RE | || | [4600102483-00003 ||

(® pisputed CO Matched &b Exception @, @ Trans Detsil Level (B* Reallocsted

Summary | Match | Allocations [’ Transaction Line kems r Approval History

The Allocations tab provides the ability to reallocate a ransaclion by changing the accounting infermation to

allocate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click the "Add” button
After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.

* = required Allocation Source: User Last Changed By Bryson, Denis J

Remove Amount Percent  Accounting Code - Segment Name (Length)

APPROPRIATION DATA (20) OAC (2) ASN/GFEBS FUNDS CNTR (5) VUICIGFEBS PO WBS(1) () PEC-GFEBS FUNCT AREA (12) ORGIGFEB PO CST CTR1(s) MFPIGFEB PO CSTCTR2(2) JOIGFEBS PO INT ORDH

5 14649.00 gr | 100.00 o IZDZNDDBHT 034QNM AZAGM =« 5.0010 |B17DT 002 PAGMDDDT

25. Scroll over until you see the SAR/GFEBS Final Inv

8) SARI/GFEBS FINAL INV (1) WCR (s) RBC/PO REBATE IND (1) RSC (3) CIGFEBS PO QUANTITY (5) OC/GFEBS COMMIT ITEM (5) GPS (1) SIPC (2) DBSH (s) IF S/FMY/PO DOC-LINE (18)

[ N ea ]_ [ 6RB [ [ [ [ [+600102483-00003 - [ ]_

26. Once all eOrders are matched to all transactions
change the Nto a Y here

26. Once all transactions are matched to the eOrder(s) scroll over until you see “SAR/GFEBS FINAL INV” field
and changethe NtoaY.

NOTE: a. Extra funds will be automatically deobligated at bill cycle end by changing the “SAR/GFEBS FINAL
INV” field from “N” to “Y” on the matched transaction in Access online.

b. If you do not change the N to a Y all the extra fund on the eOrder will be left on the eOrder and will
not flow back into GFEBS(accounting system) for use later. Then the PO Processor will have to go into
the PO check the “Final Invoice Indicator” on the PO line’s Invoice tab in GFEBS after the invoice posts.

SARIGFEBS FINAL INV {1)
b -a
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Transaction Summary

Status Match Trans Date Posting Date Merchant City, State/Province Amount  Detail €& PurchaselD & Accounting Code

W 04102 04103 XEROX CORPORATION/RBO 888-888-8888, NY 1464900 (@ 066041540 (A 202010013 131034QNMG| [AZAGM[S.0010(817.01.002 [2AGMO001| | [y IN| | I26RB ||| | [4600102483-00003 ||

© pisputes O mstenza b exception. @, @ Trans Datsit Lavel A Resliocated

Summary | Match | Allocations ( Transaction Line kems. r Approval History

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the ransaction. To allocate 1o additional accounting codes, click the "Add” buttan
After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.

*=required Allocation Source: User Last Changed By: Bryson, Denis J
Remove Amount Percent Accounting Code - Segment Name (Length)
APPROPRIATION DATA (20) OAC (2) ASN/GFEBS FUNDS CNTR (5) VUICIGFEBS PO WBS(1) () PEC-GFEBS FUNCT AREA (12) ORGIGFEB PO CST CTR1(s) MFPIGFEB PO CST CTR2(2) JOIGFEBS PO INT ORDH
O | 1484900 or | 100009 [202010D13 131034QNM A2AGM 5.0010 [p17.01.002 f2AGMo001
Q, Search
Total Allocated: 3| 14649.00 100.00 o5 Apply Accounting Gode, -

Amount Remaining: 5| 0.00 0.00 o Additional Allocation(s): T &
Note: Rows marked for d

Save Allocations

27. Click save allocations.
NOTE: you will have to do this for all transactions you matched to the eOrder

27. Click save allocations

Once you have completed the steps above you can then go and approve your statement

@bank Transaction Man{ ¢ i

Transaction

Transaction Lis List
View, review, allocate/reallocate and add comments to
ction information.

Event Driven Notification

Order Management

Transaction Management
= Transaction List

Account Informatio 28. Click

Reporting Transaction
M}F Personal Inform Management

iew Previous Cycle
resents the Transaction list for the previous cycle.

View Pending Transactions

Home Presents the pending transactions list.
Contact Us
Training View Unmatched Transactions

Presents the unmatched transactions list.

28. Click Transaction Management

29. Click Transaction list
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@bank Transaction Management

Card Account Summary with Transaction List

Event Driven Notification

Card Account Number:
BrEEr M?nagemem Card Account ID:
Transaction Management
Account Information
30 F|nd the i) Transactions for the cycle were not found.
correct [-] Card Account Summary
bllllng CyCIe [0] Qutstanding Orders: $1,255.79 4
Unmatched Transactions: $714.90 2
close date
Biling Cycle Close Date 0411972013 ~ w Print Account Activity
Total Transactions: $2,434.41 G Final Approved Transactions: ~ $0.00 0
Reallocated Transactions: $2.434 41 G % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 100.0% 100.0%
R @ Open Account
31. Click _
Approve Statement Statement Approval History
approve Approval Status Approval Date Approved by
statement No statement approval history exists for this account
[+] Search Criteria Return to top
[-] Transaction List Return to top
Select Status Approval Match Trans Posting Merchant City/State Amount Detail € PurchaselD & Accounting Code

Status CO A Date Date

No fransactions were found. Please change the search criferia and search again.

All of M3 serving you™

30. Make sure your billing cycle close date is for the correct month.
31. Click approve statement
Now a screen will pop up and ask you if you agree or disagree. Click agree

NOTE: Cardholder should give the Billing Official the Cardholders printed off statement with all original receipts in the
order of the statement to the Billing Official for him/her to do their final approval.
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3. BILLING OFFICAL/ALTERNATE BILLING OFFICIAL
INSTRUCTIONS

Our Payment Products  Logout

(Ebank

System Administration
Event Driven Notification
Order Management
ransaction Management
Managing Acct List

Card Account List
Transaction List

ccount Information
Eporting
ta Exchange

32. Click
Transaction

Management -~

34. Click
correct billing
cycle end date

Transaction Management
Managing Account Summary with Card Account List

Role: Certified - BO Switch Role
Managing Account Humber:

Managing Account 1D:

[-] Managing Account Summary

Account Number Account Name:

@
Cycle: Open - Display All Card Accounts for All Managing/Diversion Accounts
Tota ard Accounts: 4 Total Fees: $0.00
Card Accounts: 3 Total Transactions: $714.902
spended Card Accounts o Cardholder Approved Transactions:  $0.000

Previous Statement Balance: $6,691.27
Payments Since Previous Statement:  $0.00

® Open Acoount

Certity MAIDA Statement J

Statement Approval History

Approval Status Approval Date Approved by

No statement spproval history exists for this sccount.

[+] Search Criteria Retum to top

33. Click
Cardholder you
want to review

[-] Card Account List Retum to top

Records1-3of3
Show/Hide Posted | Show/Hide Approved | Show/Hide Final Approved | Show/Hide Reallocated | Show/Hide Disputed

Posted Approved
Account . . #of Trans . $ of Trans
Number Account Hame MA/DA Number Cycle Date #ofTrans $ of Trans " byCH i} by CH
'y (o] Open 2 §714.90 0 0.0% $0.00 0.0%
C (0] Open 0 $0.00 0 0.0% $0.00 0.0%
. o] Open ] $0.00 0 0.0% $0.00 0.0%

® Open Account

Records 1-3cof 2

Approve Card Acct Statement

NOTE: The billing official needs to get the Cardholders statement and receipts and print off the billing
official statement to ensure the previous amount on the statement and the amount paid are same or more
and if the amount paid is less get with your RM immediately.

32. BO/ABO logs into Access online and clicks transaction management

33. Click the drop down arrow and choose the correct billing cycle you want to approve

34. Click the cardholder you want to review

NOTE: All Cardholder transactions will need to be reviewed and final approved before the certify
MAV/DA statement will be available for statement approval
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Data Exchange

My Personal Information [w/kCaRdIACCOUNE 5ummary

Account Mumber. Q@ Outstanding Orders: $1,255.794
Home Account Mame: Unmatched Transactions: 71490 2
contact s Billing Cycle Close Date: 04119/2013 =
Training
Total Transactions: 5243441 3} Final Approved Transactions:  $0.00 v}
Reallocated Transactions 5243441 B % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 100.0% 100.0%
® Cpen Account
Statement Approval History
Show all
Approval Status Approval Date Approved by
Approved 04/25/2013 ARMY.pcasserbergs3
[+] Search Criteria Return to top
[-] Transaction List Return to top
Records 1-6cf§
Check All Shown | Unchedk All Shown
Select Status Approval Status Matcl Trans Posting Merchant CityiState Amount otz Purchase ID
DA Da Date
fpproved [111] 04/19 CHR*CBD.COMLLC 800-2474784, MA $127.42 (] 75362748
Approved [1111] 0417 04HM9  LIZD'AMOUR & ASSOCIAT 907-452-3678, AK  $1,953.60 @ & 8035 (¥ 202010
Approved @ A 0416 0416  USBANK REBATE-THANK YOU 00000, D §48.80 CR Er ¥ 202010
Approved [1111] 04/09 04111 NRPAAMERICAS BACKYARD  703-858-2179, VA $287.00 @ (Er VOEASCDCABTS (A% 202010
Approved [1111] 04/09 04M10  ADVANCE PRINTI 907-451-1111, AK $376.19 m €& 338 (> 202010
36 C||Ck on Approved @@ A ozpe o325 ATD/ ADIRONDACK WYNCOTE, PA $261.00 CR @ (€& voFOSC126D02 (A% 202010

(D) Disputed (CD Matched &k Exception (A% Resllocsted (i) (@) Trans Detail Level (Ef Extbacted

transaction 35. Accounting

Check All Shown | Unchedk All Shown

date to review Records 1- of Code must start
transaction with 46

City/State Amount Purchase ID & Accounting Code

800-2474784, MA 5127.42 @ (Er 75362748 (nx 2020'1UD'13‘13'1034QNfu'lGll.‘\EAGl'v'lll”l']UU']E92?|N||N|||25RE|||||I4EUU'1USE3?—UUUH
907-452-3673, AK  $1,953.60 @ &+ 8035 (> 202010013131034QNMGIAZAGM[I[10016921|MIINI|26RBI||[14600098859-00001
U 00000,D 5453.80 CR E+ (> 202010013131034QNMGIAZAGMI[10016921|MIY]||26RBIII|4600119473-00001
703-858-2179 VA §287.00 @ &+ VOEASCDCABTS (A% 202010013131034QNMGIAZAGM[I[10016921|MIINI|26RBI||[14600098859-00001
907-451-1111, AK §376.19 @ & 2338 (> 202010013131034QNMG)AZAGM[|I[10016921IMIIMI||26RB|[14500098859-00001
WYNCOTE, PA $261.00 CR @ €&+ VOFOBC126002 (A 202010013131034QNMG|[AZAGM|||[10016921|M|[Y|||26RBI||[1460011947 6-00001

35. Before the BO/ABO final approves the transaction make sure the accounting code has the 4600 number in the
accounting code. NOTE: IF the 4600 is not there it means the Cardholder did not match it to a GFEBS eOrder.

36. If everything looks right and the transaction is legitimate click the highlighted approved word for each transaction
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Transaction Management
Card Account Summary with Transaction List

Role: Cerified - BO
Card Account Humber.
Card Account ID: !

Switch Role

Switch Accounts

-] Card Account Yy

Account Number L) Outstanding Orders 51255794
Account Name: Unmatched Transactions 571490 2
Billing Cycle Close Date: 041192013 - Print Account Activity

Total Transactions: $2,434.41 ] Final Approved Transactions:  $2,434.416
Reallocated Transactions: $2,434.41 6 % Final Approved Transactions: 100.0%

% Reallocated Transactions: 100.0% 100.0%

® Open Account
Statement Approval History
Show all
Approval Status Approval Date Approved by

Approved 04/25/2013 ARMY pcasserbergs3

[+] Search Criteria

Return to top

[-] Transaction List

Records 1-8of &
Check All Shown | Uncheck A1l Shown

Posting Merchant

_—

City/State

100.0%

37. Once you have final
approved all Cardholders
accounts

Accounting Code

Select Status Approval Status
—

Date

] Einal Approved 0418 0449  CHR*CBD.COMLLC

& Final Approved @@ 0417 0419  LIZ DAMOUR & ASSOCIAT
] EinalApproved @@ 4 0416 0416  USBANK REBATE-THANK YOU
B Einal Approved @D 04/09 04M1  NRPA/AMERICAS BACKYARD
] Einal Approved @D 04/09 0410  ADVANCE PRINTI

& FinalApproved @@ A 0322 0325  ATD/ADIRONDACK

800-2474784, MA
907-452-3678, AK
00000, D
703-858-2179, VA
907-451-1111, AK
WYNCOTE, PA

Amount Purchase ID
§127.42 @ Er 75362748 [
%1953 60 i) €+ 8035 (>
$48.30 CR E&r wr
$287.00 @ (Er VQEABCDCABTS (W
$376.19 i (Er 238 [
$261.00 CR @ (€ vOoFOBC128D02 @

202010013131034QNMG|A2AGMIIII[10016327|NIIMNII2GRBINNI4600108637-00001
202010013131034QNMG]AZAGM]||[]110016821]N|[N|||26RBI||||4600098859-00001
202010013131034QNMG|A2AGMIIII[10016921INIYII26RBI|II|4600119479-00001
202010013131034QNMG|A2AGMIIII[10016321INIMII2GRBII4600098859-00001
202010013131034QNMG|A2AGMIIII[10016921INIMII2GRBIII4600098853-00001
202010013131034QNMG]AZAGM]|[[110016821|N|[Y]||26RB||||4600113476-00001

(D) Disputed (") Matched £\ Exception (A* Reallocated (i) (i) Trens Detail Level (E# Exiracied
Chect All Shown | Unched All Shown

Records 1-8of 6

Reallocate Mass Reallocate Match to Order

37. Once you have final approved all Cardholders accounts follow the steps below.

NOTE: You must ask your RM before you do steps 38 - 43 because the below steps will close
the eOrder so the Cardholder will not be able to match to the transaction.

If your RM does not want you to suspend from matching go to step 44
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@bank- Order Management

Search Order List

System Administration
Event Driven Notificati

Order Manageme
* Order Maintenance

‘Card Account Number: Switch Accounts
Card Account ID: 217

* Match Muttiple Orders.

Transaction Management
A it Inf ti — H . 1
o rormation wise|] 38. Click Order Management; 1§ 39. Click on the control number
Data Exchange . . .
Wy Personal Information Click order Maintenance (if more than one control
Order
Click the Ri tg 1
T ickon praceneReceld nyumber you must click on each
Contact Us
Training oo 200128 separate control numbers)
Select OrderDate ## Control Number - T Amount #ofLine Account Source Receipt Status Status b d  Last Match
ltems MNumber
042312013 2100128688-00001 DELTABUILDING SUPPLY $67.92 1 ..4917 ARMYGFEBS Open 0.00%
04/22/2013 2100110522-00005 US BANK REBATE 5-434.14 1 .4817 ARMYGFEBS Partial 100.00%  04/25/2013
04/092013 2100110522-00003 GRAYBAR $14,649.00 1 ..4917 ARMYGFEBS Fulfilled 100.00%  04/25/2013
04/09/2013 2100110522-00004 GRAYBAR $2,315.26 1 ..4917 ARMYGFEBS Open 0.00%
04/06/2013 2100110522-00002 GRAYBAR $1183.84 1 4917 ARMYGFEBS Open 0.00%
04/03i2013 2100110522-00001 TELECOM SUPERSTORE $65.59 1 ..4917 ARMYGFEBS Open 0.00%

38. Click Order management, order maintenance
39. Click on the control number for this statement

REMEMBER: if you have more than one control number, you will have to click all control numbers separately.
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@bank Order Maintenance

View Order

System Administration
E t Dri Notificati Card Account Number
vent Uriven flotiication Card Account ID:  31%

Order Management Role: Certified - BO
* Order Maintenance
* Match Multiple Orders

itch Accounts

T T

Transaction Management
Account Information

Reporting Control Number: 2100110522-00003 Order Date: 04/09/2013 Match Status:  Fulfilled
Data Exchange Amount: 14,649.00 Merchant Name: GRAYBAR % Fulfilled: 100.00%
My Personal Information Tax Amount: 0.00 Wariance %: 0.00% Freight Amount: 0.00
Receipt Status: Trans. Matched: 1 Billed Amount.  14,649.00
Home Source: ARMYGFEBS Last Match: 04/25/2013
Contact Us -y .
# & Control Mumber Mot Unigue
Training
Dretails r Matched Transactions
Use the Details tab to edit user-entered data prior to automatic and/or manual matches to transactions. You
may also change the match status to, for example, suspendiunsuspend or cancel.
* =required
Collapse All Copy to Create Mew Order
[-] Information Return to top | Go to Save
General
Caontrol Number. * 2100110522-00003 Order Date: 04/09/2013 Creation Date: 04M12/2013
Match Status: Fulfilled Source: ARMYGFEBS UserID: Unknown
Business Unit: AZAGM Invoice # Document #: 460010245300003
Requestor Name: Trans.acﬂon Method Authorization Number:
Code:
Financials
Credit Order
Amount: 14649.00 Total Tax: 0.00 Line ltem Tax: 0.00
Other Tax: 0.00 Freight Amount: 0.00 Source Currency: U.S. Dollar
Source Currency . R
Amount: Property Book: UID Required:
Contract Payment . . Contingency
Method: Miscellaneous Amount: Operations:
40. Scroll to the bottom of the
page GRAYBAR City: Unknown State/Province: UNK
Ship to
City: State/Province: Postal Code:
Destination Code: Hazardous Materials: OCONLTIS Shipment
Method:

Merchandise Received e i e Merchandise MNeed

40. Scroll to the bottom of the page
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City: State/Province: Postal Code
OCONUS Shipment

Destination Code: Hazardous Materials: Wethod
g:{e‘:nanmse Received Merchandise Dus Date g\zlrgnanmse Need
Additienal Information

PMO Reserved 1 PMO Reserved 2. Shipping Data:
conrse

(-] Line ltems Retumn to top | Go to Seve

The Line tems section provides a detailed itemization of the total

Show/Hide Table Details

Item Description Qty easure Unit Cost Line tem Total f Amount
Copier for Fire Dept 1.0000 AU 14649.00 14649.00 100.00%
Tax 0.00 0.00 %
Freight 0.00 0.00 %
Total: 14649.00 100.00 %
(-] Allocations Retumn to top | Go to Seve

The following allocations will be applied to the transaction(s) when matched

Allocation % of Prepopulated Accounting Code Selection

Total Amount  Current Name APPROPRIATION DATA (20) OAC (2) ASN/GFEBS FUNDS CNTR (5) UICIGFEBS PO WBS(1) (s) PEC-GFEBS FUNCT AREA (12) ORG/GFEB PO CST CTR1(s) MFPI/GFEB PO CSTC
514,649.00 100.00% 202010013 1310340NNG AZAGM 5.0010 817.01.002 2AGMO001

-] Cc¢ Retum to top | Go to Save

The Comments section provides user-defined text area(s) that can be used for comments

Miscellaneous Comments Reserved for PMO

41. Click suspend from matching

Reserved for Level 2 Reserved for Level 3

Reserved for Level 4

-] Match Tolerance

This record cantains no check for tolerance on Amount and 10
amount of 1485 (calculated as Match Tolerance Pe

Efore the match tolerance will be the more stringent, which is

Collapse All

Suspend from Matching

41. Click suspend from matching

U.S. Bank Access® Online

@bank. Are You Sure?

Suspending will prevent matching to a transaction, however this will not affect
any existing matches.

Event Driven Notification
Order Management

+ Order Maintenance

* Match Multiple Orders
Transaction Management Yes, Suspend
Account Information : m
Reporting
Data Exchange
My Personal Information

Are you sure you want to continue®?

42. Click yes, suspend

Home
Contact Us

Training

42. Click yes, suspend

Page | 16



U.S. Bank Access® Online United States Army

@bank Order Maintenance

Our Payment Products  Logout

View Order
Event Driven Notification
Order M t Card Account Number: =========="" 2817, KAREN GORTMAKER Switch Accounts
raer Hlanagemen Card Account ID: 312095142611

= Order Maintenance Role: Certified - BO

* Match Multiple Orders

Transaction Managgment
Account Informatj
Reporting

Data Exchange

Control Mumber: 2100135148-00001 Order D 043012013 Match Status:  Suspended
Amount: 85.99 Merchant Mames ad: 00 000

Tax Amount: 0.00 Variance %: 200 43. Once complete you will
Receipt Status: Trans. Matched: 1 “
Source: ARMYGFEBS Last Match: 05/0812013 then see RequeSt has been

# & Control Number Mot Unigue

44. Click transaction e

successfully completed”

management
USETNE Details tab to edit user-entered data prior to automatic and/or manual matches to transactions. You
may also change the match status to, for example, suspendiunsuspend or cancel.
* = required
Caollapse All Copy to Create New Qrder
[-] Information Return to top | Go to Save
General

43. You will then see Request has been successfully completed
REMEMBER: You will need to do Steps 38-43 with all eOrders

NOTE: When you click suspend from matching the eOrder will no longer be available for the Cardholder to match any

transactions to.

44. Now click transaction management
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Our Payment Products  Logout

Ebank Transaction Management

Managing Account Summary with Card Account List

System Adm ation

Event Driven Notification

Order Management

Transaction Management
* Managing Acct List

= Card Account List
* Transaction List

Account Informatio
Reporting

Data Exchange

My Personal Inform.

Home
Contact Us

Training

45. Click managing account

Switch Role

Trans List

[-] Managing Account Summary

Account Number: Account Mame:
0]
Cycle: |LENEIPNNE] ~ Display All Card Accounts for All Managina/Diversion Accounts

Total # Card Accounts: 4 Total Fees: $0.00
pen Card Accounts: 3 Total Transactions: $6,691.27 11
spended Card Accounts: 0 Cardholder Approved Transactions: $6,691.27 11
vious Statement Balance: $576.65

ents Since Previous Statement:  $99.90

Statement Approval History

||St Approval Status Approval Date Approved by
No statement approval history exiztz for thiz account.

[+] Search Criteria Return to top

[-] Card Account List Return to top

Records 1-3of 3

Show/Hide Posted | Show/Hide Approved | Show/Hide Final Approved | Show/Hide Reallocated | Show/Hide Disputed

Posted Approved
Account . . - ’ . . # of Trans . $ of Trans o

46 Choose Mumber Account Name MA/DA Number Cycle Date #ofTrans $ of Trans by CH % by CH %

account you want
to certify and click
the account
number

6 100.0%

04/19/2013
® v _ 04/119/2013
04/19/2013

6 5243441
4 5182386
1 $2,433.00

5243441
4 100.0% $1,823.86 100.0%
$2,433.00

1 100.0%

0 Open Account /Appm\:sd

Records 1-3of 2

Approve Card Acct Statement

45. Click managing account list

46. Choose your account you want to certify and click the account number you want to certify
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(Ebank

Event Driven

Transaction Management
Managing Account Summary with Card Account List

Order Management

Tr: tion M. nent

* Managing Acct List
+ Card Account List
+ Transaction List

Account Information
Reporting

Data Exchange

My Personal Information

Home
Contact Us

Training

47. Click certify
MA/DA
statement once
all CH’s have
been final

approved

Al ~F ™™ cnmdine vemam

Account 1D

[-] Managing Account Summary

Account Number:

o]

Cycle: - Display All Card Accounts for All Managing/Diversion Accounts
Total # Card Accounts: 1 Total Fees: $0.00

Open Card Accounts: 1 Total Transactions $85.991
Suspended Card Accounts: V] Cardholder Approved Transactions: $85.99 1
Previous Statement Balance: $0.00

Payments Since Previous Statement  $0.00
® Open Account

Certify MA/DA Statement Statement Approval History

Approval Status Approval Date Approved by
No statement spproval history exists for this sccount

[+] Search Criteria Beturn to top

[-] Card Account List Return to top

Records 1-1of 1
ShowHide Posted | ShowHide Approved | Show/Hide Final Approved | Show/Hide Reallocated | Show/Hide Disputed

Posted

Account # of Trans

Number Account Name MA/DA Number Cycle Date # of Trans j of Trans

'y @ v i I I 04/19/2013 1 $25.09 1

Approved

. $ of Trans
- by CH

100.0% $85.99 100.0%

® Open Account 4 Approved

Records 1-1of1

Approve Card A Statement

47. Now click Certify MA/DA statement

U.S. Bank Access® Online

United States Army

Our Payment Products  Logout

@bank Transaction Management

Event Driven Notification
Order Management
Transaction Management
* Managing Acct List
* Card Account List
* Transaction List
Account Information
Reporting
Data Exchange
My Personal Information

Home
Contact Us

Training

All of 5 serving you™

48. Click agree

Managing Account Statement Confirmation

Pursuant to authority vested in me, | certify that this invoice (billing statement) is correct and proper payment
except as may be noted herein or on supporting documents.

48. Click agree
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GO

U.S. Bank Access@ Online

United States Army
Ebal‘lk Transaction Management

@ httpsi//access.ushank.com/cpsAppl/AwolCc O v @ Certificate e.. B & X || @ Transaction Management

Our Payment Products  Logout

ing Account Summary with Card Account List
Event Driven

e — 3 Role: Certified - BO
DL T ILET) Managing Account Number Swi
Transaction Management Managing Account ID
* Managing Acet List
Create | Manage d
*Cot oL e

* Transaction List

Switch Role
unts

|

st | Trans List

Account Information
Reporting

Data Exchange

My Personal Information

@ The action was successfully completed.
-1 Managing Account Summary

Account Number:
Lo 4
Home —
e Cycle: 04/19/20 —xh Display All Card Accounts for All lianagina/Diversion ACcounts
Training Total # Card Accounts gtal Fees: 50.00
Open Card Accounts: 1 <dtigs $85.991
Suspended Card Accounts: 0 = ctions: $85.99 1
Previous Statement Balance §0.00 . .
Paymerts Since Previcus Siatement. 50,00 49. If you see the C with a check mark through it &
@ Cpen Account B Cestified - BO
Statement Approval Hislga statement approval history has approval status of certified
Show all
Approval Status Approval Daie _Approved by BO. Then you will have successfully certified your account
Certified - BO 05/08/2013 ARMY sjroudebush
[+] Search Criteria Retum to top
-] Card Account List Return to top

Records 1-10f 1

Show/Hide Posted | Show/Hide Approved | Show/Hide Final Approved | Show/Hide Reallocated | Show/Hide Disputed

Posted Approved
Account

[ ]
Ems Y Number

" #of Trans . $ of Trans
Account Name MA/DA Number Cycle Date #ofTrans $ of Trans by CH % by CH

A @ v _8817 KAREN GORTMAKER 4716304556973884 04/19/2013 1 $85.99 1 100.0% 58599 100.0%

@ Open Account " Approved

Recards 1-10f 1

Approve Card Acct Statement

49. If you see the C with a check mark through it and the statement approval history has approval status as above. Then
you will have successfully certified you account.

CONGRATULATIONS!!!!! You have completed this month’s certification process.

NOTE: If next month you have a return the BO will have to go into the original eOrder where the Cardholder matched
the original transaction and unsuspend the order.
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To Unsuspend the order follow the instructions below.

Egbal‘lk Order Management

Search Order List

System Administration

Event Driven Notification

Order Management
* Order Maintenan

50. Click Order management

Switch Accounts

STd ACCouN 7

ist | Trans List

* Match Muttiple Orders

Transaction Management
Account Information
Reporting

Data Exchange

My Personal Information

mseareneaa 51. Click Order maintenance e

Order List
i Click on the Control Number to view the details. Click on the Receipt Status to ma 52 Choose the eorder yOU W|” Want tO UnSUSpend SO the
ContactUs
Training Feoorint 25020 Cardholder can match the return credit to
Select OrderDate ## Control Number Merchant Name e TIT Receipt Status Status % Fulfilled Last Match
Number

04/23/2013 2100128688-00001 O A BUILDING SUPPLY $67.92 1 .4917  ARMYGFEBS Open 0.00%

04/22/2013 2100110522-00005 US BANK REBATE $-434.14 1 ..4917 ARMYGFEBS Partial 100.00%  04/25/(2013

04/09/2013 2100110522-00003 GRAYBAR 514,649.00 1 .4917  ARMYGFEBS Fulfilled 100.00%  04/25/2013

04/09/2013 2100110522-00004 GRAYBAR $2.315.26 1 4917 ARMYGFEBS Open 0.00%

04/06/2013 2100110522-00002 GRAYBAR $1,183.84 1 ..4917 ARMYGFEBS Open 0.00%

04/03/2013 2100110522-00001 TELECOM SUPERSTORE $65.59 1 4917 ARMYGFEBS Open 0.00%

50. Click order Management
51. Click order Maintenance

52. Choose the eOrder you want to unsuspend so the CH can match the return credit to
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LianK.

System Administration
Event Driven Notification
COrder Management

* Order Maintenance

= Match Multiple Orders
Transaction Management
Account Information
Reporting
Data Exchange
My Personal Information

Home
Contact Us

Training

Order Maintenance
View Order

Card Account Humhe
Card Account ID:
d

Contral Number: 2100110522-00003 Order Date: 04/09/2013 Match Status:  Fulfilled
Amount: 14,649.00 Merchant Name: GRAYBAR % Fulfilled: 100.00%
Tax Amount: 0.00 Variance %: 0.00% Freight Amount: 0.00
Receipt Status: Trans. Matched: 1 Billed Amount. 14,649.00
Source: ARMYGFEBS Last Match: 04/25/2013

# # Control Number Not Unigue

Details r Matched Transactions

Use the Details tab to edit user-entered data prior to automatic and/or manual matches to transactions. You
may also change the match status to, for example, suspendiunsuspend or cancel.

* = required
Collapse All Copy to Create New Order

[-] Infermation Return to top | Go to Save

General

Control Number: * 2100110522-00003 Order Date: 04/09/2013 Creation Date: 041212013

Bmbrb Cdmbiie CuilfillnnA Somiirnn ADMVACCOo Hlenr M 1l Lo mse

TS LIS 1151112 25 WU0I FIVYIUES @ USIENEY IS AU U1 IS wial.

Show/Hide Table Details

uct Code Item Description Qty  Unit of Measure Unit Co Line Item Total % of Amount
2013 APRIL US Bank Rebate 1.0000 AU 85.99 85.99 100.00%
Tax 0.00 0.00 %
Freight: 0.00 0.00 %
Total: 85.09 100.00 %
-1 Allocations Retum to top | Go to Save

Allocation
Total

58599 100.00%

The following allocations will be applied to the transaction(s) when matched.

Prepopulated Accounting Code Selection
Amount  Current Hame

APPROPRIATION DATA {20) OAC (2) ASNIGFEBS FUNDS CNTR (5) UIC/GFEBS PO WBS(1) (s} PEC-GFEBS FUNCT AREA (12) ORGIGFEB POCS R1(z) MFP/GFEBPOCS

202010013 422122A5CE ABOHI 5.0008 48576

[-] Comments Retum to top | Go to Save
The Ci section provides defined text area(s) that] 53 SCrO“ to the bottom and Click
Comments for PMO

Reserved for Level 2

Reserved for Level 4

Unsuspend from matching

Reserved for Level 3

[-1 Match Tolerance

Retum to top | Go to Save

This record contains no check for tolerance on
amount of 9 (calculated as Match Toleran

Collapse All

Unsuspend from Matching

on Percent. Therefore the match tolerance will be the more stringent, which is
Order Amount).

m

53. Scroll to the bottom and click unsuspend from matching

Page | 22



U.S. Bank Access® Online United States Army

Our Payment Products  Logout

@bank Order Maintenance 54. Now you will see “Request

View Order

has been successfully completed”

Event Driven N

0 d M t Card Account Nur " T T e m e
rder Managemen Card Account ID: “srzugspe ===

= Order Maintenance Role: Certified - BO

* Match Multiple Orders Managing Acct List A :
Transaction Management
Account Information

Switch Role

Reporting 0
TR TS Request has been successfully completed.
My Personal Information
Control Number; 2100135148-00001 Order Date; 04/30/2013 Match Status:  Suspended
T Amount: 85.99 Merchant Mame: US BANK REBATE % Fulfilled: -100.00%
ome TaxAmount  0.00 Variance %:  200.00% Freight Amount: 0.00
Contact Us . .
—_— Receipt Status: Trans. Matched: 1 Billed Amount: -85.99
raining Source: ARMYGFEBS LastMaich:  05/08/2013

H E Control Number Mot Unigue

Details r Matched Transactions

Use the Details tab to edit user-entered data prior to automatic and/or manual matches to transactions. You
may also change the match status to, for example, suspend/unsuspend or cancel.

* =required
Collapse All Copy to Create Mew Order
[-] Information Return to top | So to Save
General
Control Number: * 2100135148-00001 Order Date: 04/30/2013 Creation Date: 05/02/2013

54. Now you will see Request has been successfully completed

e Now the eOrder is open for matching

@w )@ hitpsifaccessushankscom/cpsApplfieiCe £ =N Geriificate e B & XU @ Search and Select Order ini 2.0 £o3
U.S. Bank Access® Online United States Army
Our Payment Products  Logout
@bank Order Management .
S searchorderList 55. Click order management and

Event Driven Hotification
Order

T [ S Ao order maintenance if you want to
see the status of the eOrder.

Transaction Management
Account Information

Reporting —
Data Exchangs 1+] Search Criteria Retum o iop
My Personal Information
- Order List
ome Click on the Control Number to view the details. Click on the Receipt Status to manage the Receipts. Create Mew Order Record
Contact Us
Training

Recards 1-13 af 15

Select OrderDate % Control Number Merchant Hame Amount #of Line Account Source Receipt Status  Status % Fulfilled Last Match
ftems  Number

[ 0413012013 2100135148-00001 US BANK REBATE $85.99 1 8817  ARMYGFEBS Suspended -100.00% 05/08/2013

P —— o _____ L — o

55. If you go back and click on Order Management and Order maintenance you can tell the status of the order by looking in
the Status column. The column will say suspended if you suspended it and will say fulfilled, open or partial if it is
unsuspended and open.

REMEMBER: If you unsuspend an eOrder make sure before you certify the account you go and suspend the eOrder from
matching to avoid the CH matching any other transaction to the eOrder.
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