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Icons

As you read this document, you will notice the following icons:

Tip /" Tips contain additional information to help you complete your work more
efficiently.

Learn More. Addiional information explains a business concept in more
detail.

Web Addresses

Live System

You can easily access the live system at U.S. Bank Access® Online or by typing the
following address into your web browser:

https://access.usbank.com

Web-based Training

Make sure you have the most current version of this user guide (and access
additional training content) by checking this guide’s version number against the
user guide on the web-based training (WBT) site. You can also type the following
address into your web browser:

https://wbt.access.usbank.com

©2010 U.S. Bancorp 4
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Introduction

In this user guide, you will learn how to access and complete the key tasks you
perform in Access Online. This guide provides you with the basic steps for critical
tasks. For field descriptions and additional options, we give you a cross reference to
the comprehensive user guide on a specific topic. By presenting your tasks in this
way, we hope to provide you with the information you need without overloading you
with extraneous detail not relevant to your specific tasks.

Be sure to access and review the web-based training (WBT) lessons, as well as
user guides, quick references, guided and hands-on simulations, and recorded
training classes available to you on the WBT.

Tip /" Bank security policies prohibit us from accessing and using your live site

for training purposes. So, to safeguard your account information, we use sample
screens throughout this user guide. Your actual user interface in Access Online is
customized to meet Army needs and will look slightly different.

Confirm and Pay Payment Model

The tasks in this user guide reflect the Army’s Confirm and Pay model, as the
diagram below shows.

Confirm and Pay Model

Cardholder creates order.

Transactions post in Access Online

Cardholder matches posted
transactions to order (status
changes to Approved).

Cycle Close

Cardholder approves his/her
statement.

Billing Official final-approves or
rejects cardholder-approved
transactions.

Cardholder manages rejected
transactions: unmatch, correct,
rematch, re-approve.

All transactions for a single managing
account are final-approved.

Billing official certifies the

managing account statement.
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Get Started

Getting started in U.S. Bank Access® Online is quick and easy. In this section, you
will learn how to get started using Access Online, including how to log in, navigate
the system, and access and update your personal information.

Log In and Log Off

nment | Ahout .S, Bancorp

U.S. Bank Access® Online

Welcome to Access Online!
Contact Us

Login Flease enter the information below and login to begin.

Nganization Short Mame:

User ID:

You must fill
in all three
fields.

Password:

After two failed login attempts, click the
Forgot Your Password link and then

answer your authentication question to
reset your password and log in.

Foroot your password?

Redister Online

Website/Browser Reguirements

To log in:

1. Type your organization short name (ARMY) in the Organization Short Name
field. The organization short name is a code that identifies your organization in
Access Online.

2. Type your user ID in the User ID field.
3. Type your password in the Password field.
4. Click the Login button. The Access Online Client Home page displays.

T 7! For security reasons, if you do not perform any task in Access Online for 15
minutes, the system will log you out of your session automatically. Also, you must
change your password every 60 days. Your password must be 8-20 alpha/numeric
characters, and must contain at least one letter and one number. You cannot reuse
a password for 12 months. If you forget your password, you can still log in to
Access Online using your authentication. Your authentication is an answer to a
guestion that only you know, such as your father's middle name or your mother’s
maiden name.

©2010 U.S. Bancorp 6
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U.S. Bank Access” Online

Request Status Que

Message from U.S. Bank

Welcome!
Travel Expense You are viewing Access Online, the latest innovation in our complete set of commercial card taols. Access
Mana it Online is a web-enabled program management and reporting tool offering a feature-rich platform that can be
ount Information easily configured and deployad to meet the unigue needs of our clients. Our clients have the ability to

Data Exchange implement the features and functionality that best suppaort andfor enhance their business processes.
ata Exchange

Reporting Access Online harnesses the power of the Intermet within a secured environment bringing our clients onling
My Personal Information access to their payment solutions anvtime, anywhere.

When our clients are ready, so0is Access Online.

Home
Contact Us

5. Tolog out, on any screen, click the Log Out link.

©2010 U.S. Bancorp 7
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Basic Navigation

55 | Institution f Governmert | About LS. Bancarp

Personal | Bus
(Sbank. ARMY
U.S. Bank Access"® Online ,

Request Status Queue

Message from U.S. Bank

Acco [ Welcome!

Transactio

You are viewing Access Online, the latest innovation in our complete set of cammercial card tools. Access
Online is aweb-enahled program management and reporting toal offering a feature-rich platfarm that can be
easily configured and deployed to meet the unigue needs of our clients. Our clients have the ahility to

) BRI glement the features and functionality that best support andfor enhance their business UCEELER
Reporting ArcE® gasses the power of the Internet within a secured environment bringing our e
My Personal Information access 10 ions anvtime, anywhere.

The Left-column Navigation Bar gives Check your Client Home page
you access to all tasks and functions. often for U.S. Bank and agency-

Home H . L ge 9
Contact Us Click to display subtasks. specific notices.

The Client Home page displays each time you log in to Access Online and
whenever you click the Home link in the Left-Column Navigation Bar. The Client
Home page has the following elements:

e Left-column Navigation Bar—Provides access to all tasks and functions in
Access Online.

e Messages—Provides important notices

T7p! Never use your browser’s Back button.

Learn More: Refertothe Access Online: Government Glossary for
definitions of terms in Access Online.

©2010 U.S. Bancorp 8
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@m.ﬂ!ﬁ(g U.S. Bank links

U.S. Bank Access® Online > 7

Request Status Queue

Personal | Bu

My Personal Information * Log Out

Change Password & Authentication
Logout button

I Uszer I0: pa3tform

A Required field has been left blank. Please complete.
Account Information

Data Exchange Organization Short Name: ARMY

Functional Entitlement Group: RESOURCE MANAGER

Reporting
My Personal Information
|

Error messages
*= required
Change Password

Flease enter a passward between 8-20 alphanumeric characters. Use a combination of letters and numbers
easy foryou to remember but not for others to guess.

gnt Password: ™

Left-Column
Navigation Bar
with menu
expanded.

=r Mew Password: ™

Authentication
Flease select an authentication guestion and enter a response that will be easyto rememhber. This
information will be used in the event that you forget vour password.

Authentication Question:
IPet's MName 'l

Authentication Response: *

== Backto Personal Infarmation

The following elements are common to all Access Online screens:

e U.S. Bank links—Display other U.S. Bank web sites in new browser windows
e Client name—Displays in the right-hand corner of the screen
e Error message—Displays in red text at the top of the screen

e Log Out button—Ends your Access Online session and displays the Login
page

e Left-Column Navigation Bar—Specific to each user, displays links only to
those Access Online functions assigned to your user ID

e Back link—Displays a previous screen

©2010 U.S. Bancorp 9
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Some procedures in Access Online also use breadcrumbs at the top of the screen
to let you know which part of the process you are working on. This example is from

the managing account setup process.

Managing Account
Setup Demographics

Enter demographic information, then save and continue.
Product: PURGHASING

Status:

*= reguired

Last MNarme:” First Marme:™ Ml
Drate of Birth:

Month Dy Year

©2010 U.S. Bancorp
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My Personal Information

You can easily view and manage your personal information, including your
password, authentication question, contact information, and e-mail notifications.

In addition, you can view (but not edit), your organization short name (ARMY), your
functional entitlement group (which controls the tasks you have access to), your
accounts, and your processing and reporting hierarchies.

U.S. Bank Access” Online

My Persor, yformation
I Uszer 10: paSiory

Password
Change your system password and create ar modify an authentication response that will
be used when resetting a passwoard.

Accol

Data Exchange
Reporting Contact Information

Update your user ID contact information (name, address, phane no., etc).

You can click a link on the
screen or click a menu
option at left.

o Email Motification

Account Access
Wiew access rights and user specific information, such as accounts and hierarchy level
ACCESS,

o Add Accounts

Home
Contact Us Manage Accounting Code Favorites

Add favarites, enahle favorites to be selected when reallocating and managing
allocations, and delete existing favorites.

To access your personal information:

1. Click the My Personal Information high-level task on the Left-column
Navigation Bar.

2. To change your password or authentication question:

a. Click the Password link on the screen or the Left-column Navigation Bar.

©2010 U.S. Bancorp 11
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My Personal Information
Change Password & Authentication

[ bser iD: pazform

Organization Short Name: ARMY
Functional Entitlement Group: RESOURCE MANAGER

* = raguirad
Change Password

Flease enter a password hetween B-20 alphanumeric characters. Use a combination of letters and numbers
easy foryou to remember but not for others to guess.

Current Password: *
Enter Mew Pasgword: ™

Re-enter New Password: ™

Authentication
Flease select an authentication question and enter a response thatwill be easyto remember. This
information will be used in the event thakeay forget your password

Authentication Question:
IF’et's Mame 'l

Authentication Response: ™
teacups

N

== Backto Personal Information

b. Specify new password information, if desired.

c. Specify new authentication information, if desired.

d. Click the Save button.

My Personal Information

I User ID: pa3form

Password
Change your systerm |\ ord and create or modify an authentication response that will
he used when reseffid a password.

Contact Infofmation
Update vour user 1D contact infarmation (name, address, phone no, ete ).

o Email Motification

Account Access
View access rights and user specific information, such as accounts and hierarchy level
LRSS,

o Add Accounts

Manage Accounting Code Favorites
Add favarites, enahle favarites to be selected when reallacating and manading

allocations, and delete existing favorites.

3. To update your contact information:

a. Click the Contact Information link.

©2010 U.S. Bancorp
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My Personal Information
cnange Your Contact Information

I User 10: pa3form

Organization Short Name: ARMY
Functional Entitlement Group: FESOURCE MANAGER

Enter the following information to change your existing contact information. Please note, changing this
infarmation does not change your staterment contact information. To change your staterment address, please
contact your program administrator.

*= required

First Marme™ Last Mame™ Ml
|.Jc|se \C snchez

Address 1" / Address 2

|EDEI Chestiut Street 7 |

City: * StatesProvince: * Zip/Postal Code: ™
|[Philadelphia [Pa =] [1a106

Country: *

IUnited States 'l

FPhone Mumber™ Fax Mumber:

|E1 21231234 B12-321-4321 Required fields have

red asterisks.
Email Address: *

|Jusesanchez@army.mil

Other:
|Resn:uurn:e R ¥

== Backto Personal Information

b. Specify new information any field.
c. Click Save.

©2010 U.S. Bancorp 13
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My Personal Information

I Uszer 10: paZform

Password
Change your system passwaord and create or modify an authentication response that will
he usedwhen resetting 2

Contact Informatioy
Update your user ID Antactinformation (hame, address, phone no., ete).

< Email Motification

Account Access
View access rights and user specific information, such as accounts and hierarchy level
AcCess.

< Add Accounts

Manage Accounting Code Favorites
Add favorites, enable favorites to be selected when reallocating and manadging
allacations, and delete existing fawarites.

4. To update your e-mail notification:

a. Click the Email Notification link.

©2010 U.S. Bancorp
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My Personal Information
Email Notification

[user 10: pazform ]

Toreceive an email notification, select th \ic process and correspanding scenario's, iming or accounts
*= required

Email Address: ™
IJDsesanchez@army mil  /

Email Notification

¥ DataExchange
Hold dowen the Cirl key to make
multiple selections

Successful Download
Unsuccessful Download

[ Action Pending Travel Expense Report
@ Daily
T \Weskly: -

[T Send notification only when there is an action pending a travel expense report.

Do not use this section to
enable/disable statement notification
or to assign additional accounts.

Statement Notification
Select accounts below to receive email notification when a statement is available in Access Onli

Accounts associated direcily to this user id

Status Account Number Account Name Account Type

Accounts viewed throuoh assigned hierarchies: Add Managing Accounts
Add Cardholder Account

Remove Accol er Account Name Account Type

== Backto Persanal Infarmation

b. Specify new information, including new email address or statement
notification parameters.

c. Click Save.

Learn More. Foradditional information on the password, contact

information, email notification, and account access tasks, refer to the Access
Online: My Personal Information user guide and lesson.

©2010 U.S. Bancorp
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Set Up a Managing Account

You can easily set up new managing accounts and modify existing managing
accounts.

Depending on how your program is set up, you may also use the workflow and final
review functions. The workflow function enables different users to set up different
portions of the managing account. The final review function enables a designated
A/OPC to review and approve the completed setup before submitting it to U.S.
Bank for processing. Below are two sample scenarios: one with workflow and one
without.

If your organization does not use the workflow process, then you have no managing
account setup tasks to complete. You can skip this section.

Managing Account Setup with Workflow

’

A/OPC: Resource Manager: .

- Demographics - Authorization Limits (Part) Ai?:oﬁ S py LS. Banks S
- Account Information - Extractinformation zatlon Limits (Part)  _ Final Processing

- Accounting Code g filnal Revien

These are the tasks you perform
as a Resource Manager.

You and the A/OPC pick up setup tasks
in the active work queue.

Managing Account Setup Without Workflow

If you want to set up managing accounts without using the workflow process, then
you need to get approval from Army Level 2.

A/OPC:

- Demographics

- Account Information .

= Authorization Limits !"I'_::;IBP?:‘:I:;“"G
- Extract Information

- Default Accounting Code
- Final Review

©2010 U.S. Bancorp 16
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Complete Your Portion of a New Managing Account
Setup

If your organization does not use the workflow process, then you have no managing
account setup tasks to complete and you can skip this section and the cardholder
account setup section.

cess” Online

Active Work Queue

Select a task to work.

Records 1- 1 of 1
Account Information Refresh List
Data Exchange
Reporting

My Personal Information

Account Name  Start Date
Jones, Terry 07251215

Request Type Product
MANAGING ACCOUNT SETUFR  Purchasing

A Data Entry-Auth Limits

Refresh List

Records 1 -1 of 1

Home
Contact Us

To complete your portion of a managing account setup:
1. Select the Active Work Queue high-level task.
2. Click the task link for the incomplete managing account setup.

©2010 U.S. Bancorp 17
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Cardholder Account
Setup Authorization Limits

I Cliert Relstionship: United States Army Switch Relationships

Demographics = Accountinformation == Accounting Code == Awuthori imits

Enter authorization limits, then Save & Continue

Product: FPURCHASING

G e The breadcrumbs let
S you know where you

are in the process.

Authorization Limits

Mote: Credit Limit equals three times the Cycle Limit {Cycle Limit is the Amount of Funds autharized to be spentin a billing cycle).

Credit Lirnit * Single Purchase Limit *
4000 500

% Cash
0 (0-100

Fiscal First Month:

Standard Velocity Limits

Cycle Dollar; ™ Cycle Transaction:
[s000 Jo

Carterly Dollar, Guarterly Transaction:
[0 [o

Yearly Dollar: Yearly Transaction

[0 [o

Custom Velocity Limits

Cther Dollar Other Transaction:
[0 fo

Refresh From Date:
Wonth  Day  Year

- -

Mote:|f the Refresh From Date is entered, Refresh to Date or Days in Refresh Cyele is required

Refresh To Date:
Month  Day  Year

5-| vl -
Days in Refresh Gycle:
~

Refer to Managing Account:
¥ Single Purchase Limit

Merchant Authorization Controls
Manage Controls

Control Authorization Action Single Purchase Limit  Type Action

MCCGO0E  Approve Custom  View Details
MCCGO08A Approve Custom  View Details

MCCGO08  Approve Custom  View Details

1
1
1
MCCGO08A  Approve | Custorn  View Details
Hote: 4 controls added out of a maximum of @ CI|Ck to save the Setup taSk in

Authorization Limits Comments: .
| your active work queue and
return to it later.

Note: the maximum amount of characters allowed |
Character count=10

Save & Continue File For Later

3. Type a dollar value for the credit limit, cycle dollar, and any other necessary
velocity limits.

4. Type any comments, keeping in mind that other users with access to the setup

and the account profile can view your comments.

5. Click the Save and Continue button.

©2010 U.S. Bancorp
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- ]
Managing Account

Setup Extract Information

Demographics == Account Information == BExtract Iformation == Accounting Code == Authorization Limits

Enter extract infarmation, then save and cantinue.
Product: PURCHASING
Name: Terry Jones

Status:

Electronic Data Interchange (EDI) Routing Number

a Send Type Value
IFrvoice | Search for s

"~ seasniv AR
N Obligation | Search forvalue

[T CostTransfer I Search for¥alue

Access Online refers to flags and
routers as extracts.

Exuacy mnonmauen vonmmens;

The Army does not use the Cost
Transfer field. Only the Air Force
uses the Cost Transfer field.

Note: the maximurm amount of characters allowed is 254.
Character count=0

Save & Continue File For Later Cancel Setup

6. Select a check box in the Send column.

7. Click the corresponding Search for Value link to search and select the extract
value.

77 2! Access Online refers to flags and routers as extracts. The Setup Extract
Information screen is where you set up flags and routers. A router is a value that
Access Online needs to send a file electronically to a specific Defense Finance and
Accounting Service (DFAS) location for payment. You should know which values to
select. If you do not, contact your DFAS representative.

©2010 U.S. Bancorp 19
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Type: Irvoice ﬁ

Walue: I /

Search & Select EDI Routing Number Value

Q Descriptiun:l

You can search by
router number in

Q Records1 -5 of 5

\HQIIHEIS Aty Invaice 1
|m Arrry Irvoice 2

== Backto Managaing Account Sefup

Selectthe Routing Mumber Value vou want to use.

the Value field.

8. Specify search criteria, including the router number, if you know it.

9. Click the Search button.

10. Click the value link from the list of values that match your search criteria.

©2010 U.S. Bancorp
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. 4
Managing Account

Setup Extract Information

Demographics == Account Information == Extract Information = Accounting Code == Authaorization Limits

Enter extract information, then sawe and continue.
Product: FPURCHASING
Name: Terry Jones

Status:

Electronic Data Interchange (EDI) Routing Number

Value
V¥  Invoice |AIN821 Search forvalue
[¥  Ohligation IHQD1DS Search for Yalue
[ CostTransfer | Search forYalue

Extract Information Comimets:

Nete: the maximum amount of characters allowed is 254,
Character count=10

Save & Continue File For Later Cancel Setup

11. Click Save and Continue.

©2010 U.S. Bancorp 21
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Managing Account
Setup Default Accounting Code

Demographics == AccountInformation == Exract Information == Accounting Code == futhorization Limiis

Enter segment values, then save and continue

Product: PURCHASING
Name:  Terry Jones
Status:

Account Validation Control (AVC) Name: 00BETraining Switch AVC

This screen displays several
values already specified.

Reallocation Method:

N No Reallocation
* Reallocate by Accounting Validation Control
" Reallocate by Alternate Accounting Codes

Default Accounting Code

Segment Name (Length)
APPROPRIATION )]

54540000000000000004 ~Q

Q Search for valid value

123486789012 GE86GEEE

Associated Alternate Accounting Codes
Select AACS

Accounting Code - Segment Name(Length)
Remove Alternate Accounting Code Name AFFROP 0 ) C UIC (By PEC
o Altemate Accourtiny Codes am sssocizted. Use Hre liak Select A4 Cs o associate Altemate Avcouating Codes.

Select AACs
Default Accounting Code Comments:
|
=l
Note: the maximum amount of characters allowed is 254
Character count=0
Save & Continue File For Later g

12. To attach an AVC:
a. Select the Reallocate by Accounting Validation Control radio button.

b. Review the attached AVC and click the Switch AVCs link to attach a new
one.

©2010 U.S. Bancorp 22
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- 4
Managing Accounts

Search & Select Account Validation Control g

Product: PURCHASING
Name:  TerryJones
Status:

To seatch for an Accounting Validation Gontral (AVC), type a full or partial name in the Accounting Code
Structure name andior Processing Hierarchy Position text boxes. Leave both blank to return all AVCs, Click
the "Search” button, then select an Accounting Validation Control frorn the list below.

9

N Account Validation Cantral (AVC) Narme:

Accounting Code Structure Marme:

AWC Type:
r— You can attach only one AVC to a
Processing Hierarchy Position: managing account.
Bank: Agent:
N
| Scarch ]

Records 1- 6 of 6

# Alternate Hierarchy Position
re AVC Type Parent AVC Accounting Codes Bank  Agent  Segment(s)

Select AVC Name

8 0066CanversionTraining DEMO ACS Child Derno AYC (Stanfing) 2 3058 0066 APPROPRIATION , QAT ASH
\ 00660emaChild DEMO ACS Child Derno AYC (Stanfins) 3 3058 0066 APPROPRIATION , QAT ASH,
8 00660emonstration DEMO ACS Child Dermno AYC (IAPSIGAFS - D&M} 3 3058 0066 APFROPRIATION , OAC , ASI
8 0066Training DEMO ACS Child Derno AYC (JAPSIGAFS - D&M} 3 3058 0066 APPROPRIATION , DA, ASH,
8 Dermo AYC (JAPS/GAFS - O&M;  DEMO ACS Farent 2 3058 0066 APFROPRIATION , OAC , ASN
8 Demao AYC (Stanfins) DEMO ACS Farant 2 3058 0066 APPROPRIATION , QAT ASMN

Records 1.6 of &

o

c. Specify search criteria.
d. Click the Search button.

e. Select the radio button for the AVC that you want to attach to this managing
account.

f. Click the Select button.

©2010 U.S. Bancorp 23
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Managing Account
Setup Default Accounting Code

Demographics == Account Information == Ewract Inforrmation == Accounting Code =—=p ~uthorization Limits
Enter segment values, then save and continue.
Product: PURCHASING

Name: Terry Jones
Status:

Account Validation Control {AVC) Name: 00BETraining Switch AVC

a Reallocation Method:

© Mo Reallacation

\5' Reallocate by Accounting Validation Caontrol
N Reallncate by Alternate Accounting Codes

Default Accounting Code

UIC (6)

PEC {12}
123456789012

233490

Q gearch forvalid value

Nssociated Alternate Accounting Codes
Select AACS

Accounting Code - Segment Name(Length)

Remove Alternate Accounting Code Name AP
Mo Altemate Accounting Codes 2 associzted . Use the Him

Remove
Select AACS
Default Accounting Code Comments:
=l
Note: the raximurn arnount of characters allowed is 254
Character count=10
Save & Continue File For Later g

13. To specify a default accounting code, specify a value in each required segment
(marked with a red asterisk) by typing the value or clicking the Magnifying
Glass icon to search and select a value from a valid value list.

14. To attach an alternate accounting code:
a. Select the Reallocate by Alternate Accounting Codes radio button.
b. Click the Select AACs link.
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Managing Accounts
Search & Select Alternate Accounting Codes

Accounting Code Structure Name:
Accounting Validation Control Name:  0066Demaonstration

Search for an Alternate Accounting Code by typing a full or partial Name andior typing a full or partial Segment Yalue
and optionally selecting whether to search in all segments, one specific segment, or many segments. Select
whether to search for the Name andior Segment Yalue only at the heginning of the field or anywhere within the field
Be aware that searching for a contained phrase may slow down the search. Also select how many rows of search
results you want to display on this page. Be aware that selecting more rows per page may slow down the search.
Then click the "Search” button

Alternate Accounting Code Mame

Segment Yalue: Segment Mame(s):

} contained anywhere within Note: Hold down the Ctrl key to make multiple selections

Search Tupe: [ Beging with =

Display|25 ™| Alternate Accounting Codes per page

\\search ]

o e L e, e T i, N i N P e N,
A o A SR e 7 o it o Y S o

You can select multiple check
boxes to attach more than one
AAC.

Alternate Accounting Code List

Ched Al Shown | Unshed All Shown

Records 1-3 of 3

I - Segment Name{Length)
Select Alernate le Name  APPROPRIATION (20) OAC(2) ASN(5) PEC (12) ( Al(6) IFS (18) TT(3) FMS(12)
| Office Supplies 54540000000000000004 564807231674 551187878 | BT7705 | G54787870B787A7ART 4B57TRTR45454

(] 987654321159 61873876 | 877705 | 179837987614645444 321247843212
‘\‘_ Utilities 12345678 | 77 4546546 | 112202 | 054645644543546545 788712321222

Records 1-3 of 3

56560000000000000001
54540000000000000004

Seminars

123456789357

Check All Shown | Unchedk All Shown

c. Specify search criteria.

d. Click the Search button.

e. Select the check box for the AAC you want.
f. Click the Select button.
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Managing Account
Setup Default Accounting Code

Cemographics =P Account information == ExtractInformation == Accounting Code ==} Authorization Limits
Enter segment values, then save and continue.

Product: PURCHASING

Mame: Terry Jones

Status:

Account Validation Control (AVC) Name: 00660emonstration Switch AVC

Reallocation Method:
' Mo Reallocation
' Reallocate by Accounting Validation Control
* Reallocate by Alternate Accounting Codes

Default Accounting Code

Segment Name (Length)
APPROPRIATION (20} ol ) EC (12}

I2334DDDDDDDDDDDDDDDD “Q |98?85432198? :

Q search for valid value

Associated Alternate Accounting Codes
Select AACs

Fecords 1 -1 of 1

Accounting Code - Segment Name{Length)
Remove Aliernate Accounting Code Name APPROPRIATION (207 O () UIC (RY PEC (12)

[l Office Supplies 54540000000000000004 AFPC33 S64897231674

Records 1 -1 of 1

Select ARCS

Default Accounting Code Comments:

Note: the maximum amount of characters allowed is 254,
Character count=10

Save & Continue File For Later

L.~

15. When you are done specifying the default accounting code and/or the alternate
accounting code, click the Save and Continue button. The managing account
setup goes to the next user’s active work queue (back to the A/OPC for
Authorization Limits setup and final review).
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Set Up a Non-Electronic Data Interchange Account

To set up a non-electronic data interchange (EDI) managing account, the Army only
specifies information on the Demographics screen and the Authorization Limits
screen.

The A/JOPC completes the Demographics screen portion of the setup, leaves the
Account Information screen blank and click the Save and Continue button to send
the rest of the managing account setup to the Resource Manager.

. ]
Managing Account

Setup Demoegraphics

Demographics —p Account information == Exdract Information == Accounting Code == Authotization Limits

Enter demographic information, then save and continue
Product: PURCHASING

Status:

* = reguired

Last Name:* First Mama:* 1l

Date of Birth:

Month  Day  Year

- -

ldentification Mumber:

Tax Exgmpt Mumber:

Optignal 1 Third Line Ermbossing:

Address 1" Address 2:
City* State/Provincer” if USA or Canadsy  ZiRPostal Codex” it usa or canada)
Country*

‘Wark Phone:” Home Fhane:

Alternate Phane: Fa:

Email Address

Demographics Comments:

L]

Note: the maximum amount of characters allowed is 254,
Character count=10

The Resource Manager leaves the Extract Information screen blank, clicks the
Save and Continue button to proceed to the Accounting Code screen. The
Resource Manager leaves the Accounting Code screen blank and clicks Save and
Continue to proceed to the Authorization Limits screen.
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]
Cardholder Account

Setup Authorization Limits

I Cliert Relationship: United States Army Switch Relationships

Demographics == Account Information == Accounting Code == Authorization Limits

Enter authorization limits, then Save & Continue
Product: PURCHASING

Name: Chris P Jones

Status:

* = required

Authorization Limits

Mote: Credit Limit equals three times the Cyele Limit {Cycle Limit is the Amount of Funds authorized to be spentin a billing cycle)

Credit Limit; * Single Purchase Limit ™
0

% Cash:

ID— (0-100)

Fiscal First Month:

Standard Velocity Limits

Cycle Dollar: * Cycle Transaction:

[0 [o

Guarterly Dollar: Guarterly Transaction:
[o [o

Yearly Dollar: Yearly Transaction:

[0 [0

Custom Velocity Limits

Cther Dollar: Other Transaction:

o [o

Refresh Fram Date:
Month  Day  Year

- -

Hote I the Refresh From Date is entered, Refresh to Date or Days in Refresh Cycle is required

Refresh To Date
Month Day Year

& - -
Days in Refresh Cycle
-~

Refer to Managing Account:

¥ Single Purchase Limit

Merchant Authorization Controls
Add a Contral

Control Authorization Action Single Purchase Limit Type Action

No Memhant Authorzation Comtrols cumently exist for this socoount.

Authorization Limits Comments:

Note: the maximum amount of characters allowed is 254.
Character count=10

Save & Continue File For Later

The Resource Manager then completes the authorization limits screen to finish the

non-EDI managing account setup.
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Modify an Existing Managing Account

Once a managing account exists in Access Online, you can modify the account at
any time. You are only able to modify the portions of the account you have access
to: extract information (flags and routers), default accounting code, and
authorization limits.

The A/OPC reviews and final-approves the managing account maintenance
requests that you make to the managing account's default accounting code,
authorization limits (e.qg., credit limits), and extract information (e.g., EDI 810/821
routers).

After you update the account, you submit the request. The request displays in the
A/OPC's active work queue. After the A/OPC accesses and reviews the request,
the A/OPC either approves or rejects the request. If the A/OPC approves the
request, the change becomes effective immediately.

If the A/OPC rejects the request, the A/OPC specifies a reject reason and the
request returns to your active work queue. You access and fix the rejected request
and then resubmit the request to the A/OPC for final review and approval. For more
information, refer to Manage a Rejected Managing Account Maintenance Request
on page 32.

U.S. Bank Access® Online

Request Status
Active Work P deue
e inistra

Account Administration

Cardholder Accounts

® Maintain Cardholder Account
Update demographic infarmation, account
information {change account status),
accounting codes and autharizalgmnits on a
cardhaolder account.

Managing Accounts

" Maintain Manading Accodnt
Update demographic infarmation, account
information {change account status), exract
information, accounting codes and
authorization limits on a managing account.

Home
Contact Us

Active Work Queue
Wiew the tasks to be completed and the progress of the account setup in the Active Waork Queue.

To modify a managing account:
1. Selectthe Account Administration high-level task.
2. Click the Maintain Managing Account link.
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Managing Accounts
Search & Select a Managing Account

Managing Account Search

Search for a Managing Account by Managing Account Mumber, Mame, or Company Mumber.
Managing Account Mumber:

Managing Account Mame: ﬂ
CR | /

Last Mame: First Mame:
QR | |

Caompany Mumber:

OR |—

Search

Records 1 -2 of 2

4716304556611542 ARMY WA SAMPLE 1

47163045566061 20 ARMY MASAMPLE 2

Records 1 -2 of 2

3. Specify search criteria.
4. Click the Search button.

5. Click the account number link for the account you want to modify.
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Managing Accounts
Summary and Tasks

I Managing Account Humber: 4716304556605 120, ARMY MA SAMPLE 1 Switch Accounts

Select ataskto maintain its contents. Repeatif changes are required in another task You can also vieww
account requests in the request status guede.

Product: Furchasing Bank: 3048
Name: ARNMY WA SAMPLE 1 Agent: 0066
Status: ""-0OPEMN Company: 11790

Estract Infarmation Input financial exract infarmation assigned to the account.
Default Accounting Code  Input the default accounting code assigned to the account.

Input authorization limit information such as credit limit, single purchase limit,
and availahle credit.

Authorization Limits

The information you have available to modify depends on if you are using the
workflow process or not. As a Resource Manager, you have only the extract
information (flags and routers), default accounting code, and authorization limits
(yearly and quarterly limits) available to modify. Your A/OPC has the remaining
portions of the account available to modify, including demographics, account
information, and other authorization limits.

6. In all cases, simply click a link to modify that information. The steps to modify a
screen follow the same basic steps as the set-up process. Once you submit the
requested change, the request goes to the A/OPC for final review and approval.
If the A/OPC does not approve the request, then the request displays in your
active work queue with a rejected status.

Learn More. Referto Complete Your Portion of a New Managing Account

Setup on page 17. For additional information, refer to the Access Online: Managing
Account Setup and Maintenance user guide and lesson.
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Manage a Rejected Managing Account Maintenance Request

If the A/JOPC does not approve the request, then the request displays in your active
work queue with a rejected status.

Request Status Queue
Active Work Queue
Support Active Work
Queue

Active Work Queue

* Log Out

System Administration

I Client Relationship: account admin test 3058

Switch Relatienships

Account Administration
Payment Plus

Order Management
Transaction Management
Trawvel Expense
Management

Data Exchange
Enhanced Supplier
Management

Account Information
Reporting

My Personal Information

Records 1- 23 of 23

Eeject-Auth Limits
Data Entry-Dafs,
Reject-Auth Limits

Select ataskto wark.

Task (Select Task)
Data Entry-Acct Info

Ait Avct Code

Setup Cardhaolder Account | Maintain Cardholder Account
Setup Managing Account | Maintain Managing Account

Request Type
CARDHOLDER SETUP

CARDHOLDER SETUR

MANAGING ACCT AUTHLIMITS MAINTEMANCE

A PARDIASLRER GETUR e

MANAGING ACCT AUTHLIMITS MAINTEMNANCE

e

Refrach List

Product
Furchasing

Account Name

Start Date
09/08 10:49

Sanchez, John

Purchasing Anderson, Mary 10/07 12:34
Furchasing Smmith, Margaret 10007 12:41
Purchasing Garcia, Juan

10007 16:01
Purchasing . ~Wodinglidoan . MOOSAL

To manage a rejected managing account maintenance request:
1. Select the Active Work Queue high-level task.

2. Click the link for the request with a rejected status.
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Managing Accounts
Maintain Authorization Limits

Cliert Relstionship: account admin test 3052
Managing Account Humber: 4716123412341 234, JANE SWITH

Switch Relationships
Swnitch Accounts

Product:  Purchasing
Name:  JANE SMITH
Status:  ""-OPEN

= required

Authorization Limits

Credit Limit:

1

% Cash

|1 (-100)

Available Credit:
1

Fiscal First Month:

10

Standard VElDCiTy Limits
Total

Daily Dollar:
I.I— 0.00

Cyele Dallar:
I 0.00

“early Dollar.
IZ o.00

Custom Velocity Limits
Total

Other Dollar:

2

Refresh From Date:
Month  Day Year

IMaY s |1 'I 2004

Refresh To Date
Month  Day Year

o - -l
Diays in Refresh Cycle:
@ |70

Manage Controls

Naintain authorization limits, then send the reguest.

Bank: 3058
Agent: one0n
Company: 13244

Reject Fields: Credit Limit, Yearly Limits | Other Limits

Reject Reason: Please adjustto mest established standards

Single Purchase Limit
1

Total
Daily Transaction:
IW 1}
Cycle Transaction:
IW 1]

early Transaction

o

Total
Other Transaction:

e

Note:If the Refresh From Date is entered, Refresh to Date or Days in Refresh Cycle is required

Merchant Authorization Controls

Control Authorization Action Single Purchase Limit Type Action

Ao Wemhant Authorzation Cortrols cumently exist for this zo00unmt,

Authorization Limits Comments:

Character count=10
end Request

== Backta Active Work Queue

Note: the maximum amount of characters allowed is 254

3. Review the rejected fields and reject reasons.

4. Make any required adjustments.

5. Click the Send Request button. The request returns to the active work queue of
the A/OPC for final review and approval.
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Complete Your Portion of a New
Cardholder Account Setup

If your organization does not use the workflow process, then you have no
cardholder account setup tasks to complete and you can skip this section. The
workflow function enables different users to set up different portions of the
cardholder account. The final review function enables a designated A/OPC to
review and approve the completed setup before submitting it to U.S. Bank for
processing. Below are two sample scenarios: one with workflow and one without.

Cardholder Account Setup with Workflow

-~ ’ o
J—ﬂ ‘ 1 Jﬂ
AIORC B Resource Manager: A/OPC: U.S. Bank:
S mon o - Authorization Limits (Part) - Authorization Limits (Part) _Final processing
- Accounting Code - Final Review

You and the A/OPC pick up setup tasks
in the active work queue.

Cardholder Account Setup Without Workflow

-~
A/OPC:

- Demographics

- Account Information U.S. Bank:

= Authorization Limits - Final Processing

- Default Accounting Code
- Final Review
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ccount Administrati
action Management

e

Reporting
My Personal Information

Home
Contact Us

Access” Online

Active Work Queue

Select a task to work,

Records 1 - 1 of 1

Diata Entry-Auth Limnit!

dequest Type
CARDHOLDER SETUP  Purchasing  Jones Chris P

Product

* Log Out

Refresh List

Account Name  Start Date

07125 09:59

Records 4 - 1 of 1

Refresh List

To complete your portion of a cardholder account setup:
1. Select the Active Work Queue high-level task.

2. Click the task link for the incomplete cardholder account setup.
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Cardholder Account
SEILIP Authorization Limits

Dernographics == Account Information == Accounting Code =—=p Authorization Limits

Enter authorization limits, then Save & Cantinue

Product: PURCHASING
Name: Chrig P Jones
Status:

*=required
Q Authorization Limits The A/OPC specifies the

radit Limit: * Single Purchase Limit: sing'e purchase ||m|t
[Evao 500 ’

% Cash:
1}

Fiscal First Month:
10

The credit limit equals the cycle limit.

Standard Velocity Limits

Daily Dollar: Daily Transaction:
[o fo
Cycle Dollar: * Cycle Transaction:
[s000 Jo
Morithly Dallar: Monthly Transaction:
o [o
. Quarterly

Quarterly Dollar: Transaction:
o

1)
Yearly Dollar: Yearly Transaction:
a a

Custom Velocity Limits

Other Dallar: Other Transaction:
[o [o

Refresh From Date
tonth Day Year

- -

The Army does not currently use
the Custom Velocity Limits
feature. Leave these fields blank.

Hotelf the Refresh From Date iz entered, Refresh to Date or Days in Refresh Cycle is required

Refresh To Date:
Maonth Day Year

(;-| vl | -
Days in Refrash Cycle:
~

Refer to Managing Account:
¥ Single Purchase Limit

Merchant Authorization Controls

Manage Controls

Control Authorization Action Single Purchase Limit Action

MCCGO08  Approve 1 Custom  View Details

MCCGO0BA Approve 1 Custom View Details

MCCGO0d  Approve 1 Gustom  View Details
1

MCCGO0as  Approve Custorn
Nete: 4 controls added out of a maximum of @ Click to save the Setup task in
Authorization Limits Comments: your aCtiVe WOI’k queue and

return to it later.

Note: the maximugfamount of characters allowed is 254,
Character counyE 0

Save & Continue

File For Later Cancel Setup

3. Type a dollar value for the credit limit, cycle dollar and any other required
velocity limits. (The A/OPC should have specified the single purchase limit.)

4. Type any comments, keeping in mind that other users with access to the setup
and the account profile can view your comments.

5. Click the Save and Continue button.

©2010 U.S. Bancorp 36



Army Resource Manager User Guide

-
Cardholder Account

Setup Default Accounting Code

Demodraphics == Account Information == Accounting Code == Authorization Limits

Enter segment walues, then save and continue.

N e

Product: PURCHASING
Name: Chris P Jones
Status:

Segment Name (Length)
APPROPRIA 0y

11220000000000000002 +Q

Q 5earch for valid value

[%))
18181618181518181 3 lz1eizieiziz

BEEEEE  Q ie1ziziziziz -

Default Accounting Code Comments:

Mote: the maximurm amount of characters allowed is 254,

6. Type values or click a Magnifying Glass icon to search and select a valid
value.

Cardholder Accounts
Search & Select Valid Value

Enter full or partial segmentvalues, segment value descriptions, or leave blank to view all valid values. Then
click the "Search" button.

APPROPRIATION (20) ﬁ
[5

| 7/
IElegins with 'I
Display |25 'I Walues per page

N} Search

Description:

Search Type:

Select a walid value fram the results list below.

Q Records 1 -2 of 2

APPROPRIATION
Select 54540000000000000004
Select S6560000000000000001

Value Description

Records 1 -2 of 2

== Backto Setup Default Accounting Sode

7. Specify search criteria in the Value, Description and/or Search Type fields.

8. Click the Search button.
9. Click the Select link for the value you want to use for that segment.
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71! An error icon displays to let you know if you have specified a non-valid
value.

* Log Out

Cardholder Account
Setup Default Accounting Code

Demographics ==& Account Information == Accounting Code == Authorization Limits
Enter segment values, then save and continue.
Product: PURCHASING

Name: Chris P Jones
Status:

Segment Name (Length)
APPROPRIATION (20}

IE454DDDDDDDDDDDDDDD4 “Q

Q search for valid value

ASHM (8) UIC (B) PEC (12}

IAFPCH Q |121212121212 *

Default Accounting Code Comments:

Note: the maximum amount of characters allowed is 254.
Character count= 0

10. When you are done, click the Save and Continue button. The account setup
goes to the next user’s active work queue (back to the A/OPC for final review).
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Maintain a Cardholder Account

Once an account exists in the system, you can modify the account at any time. For
example, you can modify the account’s default accounting code or the yearly or
quarterly limits.

The A/OPC reviews and final-approves the cardholder account maintenance
requests that you make to the cardholder account's default accounting code or
authorization limits (e.g., credit limits).

After you update the account, you submit the request. The request displays in the
A/OPC's active work queue. After the A/OPC accesses and reviews the request,
the A/OPC either approves or rejects the request. If the A/OPC approves the
request, the change becomes effective immediately.

If the A/IOPC rejects the request, the A/OPC specifies a reject reason and the
request returns to your active work queue. You access and fix the rejected request
and then resubmit the request to the A/OPC for final review and approval. For more
information, refer to Manage a Rejected Cardholder Account Maintenance Request
on page 41.

Account Administre
Cardholder Accounts

™ Maintain Cardhaolder Accourit
Lipdate demographic information, account
infarmation {change account status),
accounting codes and authorization limits on a
cardholder account.

Managing Accounts

™ Maintain Managing Account
Update demographic information, account
information {change account status), extract
infarmation, accounting codes and
authotization limits on a managing account

Home
Contact Us

Active Work Queue

Wiew the tasks ta be completed and the progress ofthe account setup in the Active Wiork Queue

To modify a cardholder account:
1. Select the Account Administration high-level task.
2. Click the Maintain Cardholder Account link.
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Cardholder Accounts
Summary and Tasks

I Card Account Murnber: "sse=me==sggas, ROSEANNE BUTLER Switeh Accounts

Select ataskto maintain its contents. Repeat if changes are required in another task. You can also view
account requests in the reguest status quede.

Product: Purchasing Bank: 3058
Name: ROSEANME BUTLER Agent: 0066
Status: ""-0OFEN Company: 11740

Description

Default Accounting Code  Input the default accounting code assigned to the account.
Input authorization limit information such as credit limit, single purchase limit,
and available credit.

Autharization Limits

Your A/OPC has the remaining portions of the account available to modify,
including demographics, account information, and other authorization limits.

3. In all cases, simply click a link to modify that information. The steps to modify a
screen follow the same basic steps as the set up process.
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Manage a Rejected Cardholder Account Maintenance Request

Your A/OPC reviews and final-approves each separate cardholder account
maintenance request. Each request is listed separately in the active work queue,
even if there are multiple changes on the same account. For example, the
demographics change on Bob Smith (account 4321432143214321) displays
separately from a request to change the same account’s default account code.
Check your active work queue for rejected maintenance requests.

Active Work Queue m

I Cliert Relationship: Army Switch Relationships

Setup Cardhalder Account | Maintain Cardholder Account
Setup Manading Account | Maintain Manading Account

Select a tagk to wark.

Records 1- 25 of 41
Fage:1 |2

Refresh List

Product Account Name Start Date

Task (Select Task) Request Type

MA Data Entre-Extract Info MANAGING ACCOUNT SETUP Furchasing Sanchez, John 0007 12:34
Data Entry-Acct Info CARDHOLDER SETUP MNANCE Furchasing Davis, Mary 10007 12:41

CARDHOLDER DAC MAINTENANCE Purchasing Smith, Ann 10/0810:47
CARDHOLDER SETUP CE Furchasing Jones, Mike 10/05 14:41
MANAGING ACCOUNT SETUP Purchasing Antonini, Joan 10/09 14:56
CARDHOLDER SETUP Dieclining Balance  Jefferson, Tyrone 10/1311:29
LGING ACCOUNT SETUP Ceclining Balance  Butler, Sean 1001141216

\ Refresh List

Note the maintenance requests with Reject statuses. Click
the link, review the reject reason, make any necessary
changes to the request, and resubmit for final approval.

Learn More.: Referto Complete Your Portion of a New Cardholder

Account Setup on page 34. For additional information, refer to the Access Online:
Cardholder Account Setup and Maintenance user guide and lesson.
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Work with Queues

Your active work queue lists tasks that have been passed to you to work on via the
workflow process or that you have selected to file for later. Before you begin any
setup work, we recommend that you check your active work queue to take care of
tasks that are waiting for you to complete.

Your active work queue has
tasks you selected to save and
work on later, as well tasks that
other users have sent to you.

Access both queues on the
Left-Column Navigation Bar.

U.S. Bank Access®"

Active Work Queue

Select a task to work.

Records 1 -1 of 1

Refresh List

Data Exchange Task (Select Task) Request Type Product Account Name  Start Date

Reportir A Data Entry-Auth Lirnit: AGING ACCOUNT SETUP  Purchasing  Jones Terry 07251215

My Personal Information i
Bafresh Lizt

Click a task to open
and work on the task.

Records 1-1 of 1

Home
Contact Us

Simply click on a task to access the task and complete your work.

Once your A/OPC final-approves the account setup, the setup comes to us for final
processing. You can see which setups your organization has sent to us by
accessing the request status queue.

Request Status Queue
Account Requests

The request status
gueue has tasks you

Setup Cardholder Account | Maintain Cardholder Account
Setup Managing Account | Maintain Managing Account have sent to us.

Select a regquest to view the details.

Records 1- 1 of 1

Refrash List

Delete Request Status Account Number Request Type Start Date Account Name Last Update Update Method
Request [vie ails)
Pending-Seto CH - gegenyagngtrsats SARDHOLDER o725 0g:59 LOMESCHRIS - grpzi16a online
Acct SETUP P

Befresh List
Records 1 -1 of 1

Delete Request

Simply click a link to review the detail.
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View an Account Profile

You can easily view a cardholder, managing, or diversion account profile. The
account profile reflects the information your A/OPC and/or you specified during the
account’s setup. Your cardholders can view their own account profiles, as well as
the profile of any other account they have access to. In our example, we cover
viewing a cardholder account profile’'s default accounting code and financial history.
The steps for viewing a managing or diversion account profile are the same.

U.S. Bank Access®”Online

Request Status Queue

Active Work Que Account Information
System Administrati
Acco i [ card Accoort Number; = 5553, ROSEANNE BUTLER Switch Accounts

Statement

Wiew account staternent(s).

= Cardholder Account Staternent
= Manading Account Staternent
= Diversion Account Staterneng

Data Exchange
Repo
My Personal Information

Account Profile

“Wiew account demograpb/s, limits, accounting code, and other related information.

= Cardholder Account Profile
= Manading Account Profile
= Diversion Account Profile

Home
Contact Us

To view an account profile:
1. Select the Account Information high-level task.
2. Click the Cardholder Account Profile link.

©2010 U.S. Bancorp 43



Army Resource Manager User Guide

Cardholder Account Profile
Account Summary

I Card Account Humber: mmmemees 5623, ROSEANME BUTLER Switch Accounﬂ

Select an item below to view its contents. You can also Yiew a Managing Account

Cemagraphic Infarmation Autharization Limits
Wiew account name, address, and contact Wiew autharization limit information such as Credit
infarmation. Limit, Single Purchase Limit, and Availahle Credit.

Account Authorizations
uch as Account Yiew Account Authorization information such as
y: Day, and Open Date. Reguest Type, Request Source, MCC, and
Transaction Amoaount.

Account Information
Yiew other account inforrm
Status, Hierarchy Position)

Default Accounting Code Financial History
Wiew the default accounting code assigned to the Wiew the account 12-month history, ¥-yvear history
account, analysis, and 7-year history,

Account History

Request Type Update Method Last Updated
Setup Manual 05/05/2006 21:07:13
Maintenance  Manual 05/05/2006 21:07:13

3. Click a link (e.g., Default Accounting Code, Account Information) to view the
information on that aspect of the account. In our example, we view the default
accounting code.

Cardholder Account Profile

Default Accounting Code

I Card Account Number: rermmesssss, 56233, ROSEANNE BUTLER Swuitch i |

Default Accounting Code

Segment Name (Length)
APPROPRIATION (20 QAC {2y ASMN((G) UICI(E) PEC(12) ORG (8 MFP (2)
23340000000000000000 114 4544 AFPC3I3 TYTTTITTIITITT 88888888 23

Jo@ SAR (1) WCR (B) RBC (1) RSCH
44444444 4 122348 2 333

Default Acc ting Code C it
UPDATED DAC WITH MNEW LIC WALUE.

== Backto Cardholder Account Summary

The Default Accounting Code screen displays the account’s default accounting
code.

4. To return to the summary screen to view additional data, click the Back to
Cardholder Account Summary link.
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]
Cardholder Account Profile

Account Authorizations

I Card Accourt Mumber: | ROSEANNE BUTLER Switch Accounts
Auth Date  Auth Time Response Auth Number Type of Request Transaction Amoumt MCC MCC Description
TMFI2007 04:4Z2PMET Approved 074354 MaillPhn Crd §341.95 5399 MISCELLAMEOUS GEMERAL MER
TH72007 0334PMET Declined MailiFhn Ord $2613.60 5395 MISCELLAMEOUS GEMERAL MER

== Backto Cardholder Account Summary

The Account Authorizations screen lets you view transaction authorization
information, flagged as approved or declined. The table also includes the request
date, request type, transaction amount, MCC, and MCC description. Click a link in
the Auth Time column to view additional detail.

il
Cardholder Account Profile
Account Authorizations
Client Relstionship: Switch Relationships
Card Accourt Number;  mrrmsmesses 2345 Switch Accounts
Awth Date: 701772007 Awuth Number: MCC: 53499

Auth Time: 03:34 PM ET  Type of Request: MailiPhn Ord - MCC Description: MISCELLANMEOQUS GEMERAL MER
Response: Declined Transaction Amount: $261 3.60

Decline r.ﬂ\ccount rMercharrt rParent rDiversion rProcess |

The Requestwas declined due to 0805 Exceeded account single trans limit
The Requestwas declined atthe INDRMIDUAL

The velocity type for the decline was MOT DECLINED FOR WELOCITY
The following reasons would also have declined the request:
1. 0805 BExceeded account single trans limit

Declines display in Access Online in
nearly real time.

== Backto Account Authaorizations List

The detail screen displays a series of six tabs that provide details about the
authorization. This information can help you assess and analyze the reasons for
authorizations and declines on an account. Select each tab to view the associated
detail.

Learn More: Forinformation on account profiles, including descriptions of
each field available on each screen, refer to the Access Online: Account Profiles
user guide and lesson.
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The 12 Month History tab contains financial

Cardholder Account Profile | history data for the past 12 months.
Financial History /
I Card Accourt Numbeer;  Fremssmesmes Switch Accounts
12 Month Histary | 7 Year Histary Analysis r ¥ Year Histary |
The 12 Manth Histary includes accumulated account infarmation for 12 previous hilling eyvcles. Each page
includes faur billing cycles of history.
Fage:1]2]3
Mumber of Payments i i 0 0 0
Total Payments §0.00 §0.00 $0.00 $0.00 $0.00
{Last Payment: 00f0000)
Minimum Payment $0.00 50,00 F0.00 F0.00 F0.00
Murnher of Furchases a a 2 0 0
Total Purchases §0.00 §0.00 $0.00 $0.00 $0.00
{Last Purchase; 05/29/08)
Murnber of Cash Advances a a 0 0 0
Total Cash Advances §0.00 §0.00 $0.00 $0.00 $0.00
{Last Cash Advance: 00/00000)
Murnher of Credits a a 0 0 0
Total Credits §0.00 §0.00 $0.00 $0.00 $0.00
{Last Credit: 05/29/08)
Mumber of Misc Charges i i 0 0 0
Total Misc Charges §0.00 §0.00 $0.00 $0.00 $0.00
Insurance fees §0.00 §0.00 0.00 F0.00 F0.00
Late Charges §0.00 §0.00 $0.00 $0.00 $0.00
Overlimit Fees $0.00 £0.00 $0.00 $0.00 $0.00
Furchase Finance Charges F0.00 §0.00 F0.00 F0.00 F0.00
Cash Advance Finance Charges $0.00 50,00 F0.00 F0.00 F0.00
Credit Limit §3,000.00 §3 00000  §3,000.00  §3,00000 §3,000.00
Balance §0.00 §0.00 $0.00 $0.00 $0.00
Outstanding Purchase Balance $0.00 50,00 F0.00 F0.00 F0.00
Dtstanding Cash Balance $0.00 F0.00 $0.00 F0.00 F0.00
Outstanding Misc Charges F0.00 §0.00 F0.00 F0.00 F0.00
Outstanding Purchase Finance
Charges g $0.00 £0.00 $0.00 $0.00 $0.00
Outstanding Cash Adv Finance
Charges d $0.00 $0.00 $0.00 $0.00 $0.00
Past Due §0.00 §0.00 $0.00 $0.00 $0.00
Awg Daily Bal - Purchases 50,00 F0.00 F0.00 F0.00
Awg Daily Bal - Cash Ady §0.00 $0.00 $0.00 $0.00
i:;?: Daily Bal - Purchases and Cash $0.00 $0.00 $0.00 $0.00
Page:1[213
=< Backto Cardhalder Accaunt Summary

The Financial History screen displays information about the history of the account,
including 12-month history, seven-year historical analysis, and seven-year history.
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Cardholder Account Profile
Financial Hiﬂtﬂ-ry‘

I Card Account Number:  m=essmmmem==ggas ROSEANME BUTLER

Switch Accounts

12 Month History | 7 %ear History Analysiz r 7 “ear Histary |

Tirmes Billed

Times Statement Generated
Times Ovetlimit

Times Past Due 01-30 Days
Times Past Due 31-60 Days
Times Past Due 61-80 Days
Times Past Due = 91 Days
Cycles with NSF Check

Times Small Balance Wiritten Off

12
3

12
3

o e Y s Y e [ s N e [

o
1]
o
1]
o
o
o

The ¥ Year History Analysis is divided inta 12 hilling-cycle periods heginning with the mast recent period
and includes the number oftimes the listed condition occurred during each period.

0-12 13-24 25-36 37-48 49-60 61-72 73-84 Totals

9

o o o o o o O =

1] 1] 1] 1] 33

o Y e Y o O e Y s Y N s o |
o O o A e Y s |
o Y e Y o O e Y s Y N s o |
o Y e Y o O e Y s Y N s o |
o Y e Y e e Y e e e

== Hackto Cardholder Account Summary

The 7 Year History Analysis tab lists the number of times listed events occurred

during each year (grouped by month).

Cardholder Account Profile
Financial History

oo

I Card Account Number: "erssmersess, 5683, ROSEANNE BUTLER

Switch Accounts

12 Manth History r 7 Wear History Analysis r 7 Wear History

not.

Billed

Statement Generated
Owverlimit

Fast Due 01-30 Days
Fast Due 31-60 Days
Fast Due 61-90 Days
Fast Due = 91 Days
MSF Check

Small Balance Written Off
Furchases

Cash Advances

A Al A A A

ZEEZEZ=ZZZZEZ
Z2 ZZZ 2 =222 <
ZEEZEZ=ZZZZEZ
ZEEZEZ=ZZZZEZ
ZEEZEZZZZEZE =

=
=
=
=
=

The 7 Year Histary indicates with a ™" ifthe listed condition occurred on the account during that billing cycle and ™' if it did

07/08 06/08 05/08 04/08 03/08 02/08 0108 12/07 11,07 10/07 09/07 08/07

A

ZEZZZZZZZ2Z2Z2Z2 2

A A A A A A

ZEZZZZZZZ2Z2Z2Z2 2
ZEZZZZZZZ2Z2Z2Z2 2
ZEZZZZZZZZ 2 =
ZEZZZZZZZ2Z2Z2Z2 2
ZEZZZZZZZ2Z2Z2Z2 2
ZEZZZZZZZ2Z2Z2Z2 2

== Backto Cardholder Account Surmmary

The 7 Year History tab provides a yes/no indication of the listed events by

month/year.

71! 1f you are viewing a managing account, then you can also view the extract

(flag and router) information.
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Set Up Accounting Validation
Controls

In this section, you will learn how to:

e Create a child accounting validation control (child AVC), including a subset valid
values list (VVL) and a custom VVL.

e Create an alternate accounting code (AAC)

You create child AVCs and AACs to establish rules to manage how users assign
accounting codes in Access Online (e.g., when they create a manual order).

Key Concepts

Below we have summarized some key concepts you need to know before you
begin to create a child AVC or an AAC.

Accounting Code Structure

During the implementation of your program, we worked with you to set up your
accounting code structure in Access Online, including the number of segments,
segments names and segment lengths.

Parent Accounting Validation Controls

We then worked with you to set up the parent accounting validation controls (parent
AVCs) in Access Online. AVCs help ensure that cardholders reallocate transactions
to valid accounting codes.

The rules in an AVC determine:

e If a value for a specific segment is required

e If a value for a specific segment must be numeric

e If a value for a specific segment is on the list of valid values

e If avalue in one segment is dependent on the value in another segment

e If any of the above rules should be combined
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Valid Values Lists

As part of setting up the parent AVCs, we created VVLs. A VVL is a list of valid
accounting codes for a specific segment in the accounting code. You can use the
parameters of a parent AVC, including the VVLs, to create a child AVC. A child
AVC is a subset of parameters based on an AVC. A child AVC inherits all the
parameters of the AVC you based the child AVC on, but is at least as restrictive as
the original AVC. For example, if the parent AVC has 600 values in the
Appropriation segment VVL, you can create a child AVC that allows only 50 of
those 600 values.

Alternate Accounting Codes

You can use the parameters in the child AVC to create an AAC. An AAC is a
complete, valid line of accounting (accounting code). You build an AAC based on
the parameters you set in a child AVC.

Tip / Before you begin, make sure that you know your organization’s naming
convention for child AVCs and AACs.
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Accounting Validation Control Illustration
The illustrations below show these concepts.

Accounting Code Structure
Segment 1: Segment 2: Segment 3: Segment 4:

Appropriation OAC ASN uIC

(20) (2) (5) (6)

+ * * We base a parent AVC on your

accounting code structure.
Parent AVC

Segment 1 Segment 2 Segment 3 Segment 4
Valid Values: Valid Values: Entry No rules
600 valid 50 valid required
values values

v v v v

Child AVC

Segment 1 Segment 2 Segment 3 Segment 4
Valid Values: Valid Values: Entry Entry
Subset 50 of Subset 25 of required required
the parfent the_ 50 parent You base a child AVC on the
600 valid valid values parent AVC.
values

v v v v

AAC

Segment 1 Segment 2 Segment 3 Segment 4
Value: Value: Value: Value:
12345678901 22 12345 123456
234567890

/

The rules become more restrictive as you move
down the chart. A parent AVC is the least
restrictive and an AAC is the most restrictive.

©2010 U.S. Bancorp
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You base an AAC on the subset
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additional codes you specify.
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Learn More. Refertothe Access Online: Accounting Code Structures
user guide and lesson for additional information on accounting code structures.
Refer to the Access Online: Accounting Validation Controls user guide and lesson
for information on all aspects of parent and child AVCs and AACs. Be sure to also
review the Accounting Code Management recorded class.

Create a Child Accounting Validation Control

U.S. Bank Access”Online

nest Status Queue
ActiveNork Queve System Administration

Accounting Code Management

Account Administration Manage Accounting Code Structures, Accounting
UEECETGOE ENEN G EY @ Yalidation Controls, Valid Yalues Lists, and Alternate
Travel Expense Accounting Codes.

Management

Account Information Merchant Allocation Rules

Estahlish automated rules that control how incoming

Data Exchange
d transactions are allocated to particular accounting

Reporting i codes, based onthe Merchant Category Code (MCC)
My Personal Information associated to a transaction.

Home
Contact Us

To create a child AVC:

1. Select the System Administration high-level task on the Left-Column
Navigation Bar.

2. Select the Accounting Code Mgmt sub task.
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Accounting Code Management

Accounting Code Structure
Create or modify structures for viewing, entering, and changing
accounting codes throughout the systermn.

Accounting Validation Controls

Create, view, maodify and delete the rules for accountiy de validation.

= Cregte Mew Accounting Walidation Control
= Cregte fWodify/ Delete Child Accounting Yalid4tion Control
= fodify / Delete Accounting Yalidation Control

Hote: The management of custom and subset valid values lists is done
through the "Create / Modify [ Delete Child Accounting Yalidation
Cantrol" link aor "Modify f Delete Accounting Validation Control” link

Valid Values Lists

Create, view and delete lists ofvalid accounting code values. Also add,
replace or delete values within a list.

= Create Mew Yalid Values List
m fodify f Delete Valid Yalues List

Alternate Accounting Codes
Create, view, madify and delete the full lines of accounting that can be
used for reallocation.

3. Click the Create/Modify/Delete Child Accounting Validation Control link.
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Accounting Validation Controls
Search & Select Accounting Validation Control

]
* Log Out

To search for an Accounting Yalidation Control (8YC), type a full or partial name in the Accounting Code
the "Search” button, then gelect an Accounting Walidation Contral from the list below.
Please use the list helow ifyou wish to create a Chil

Account Validation Contral (AVC) Narme:
[ /

Accounting Code Structure Mame:

AW Type:

Parent AVC VI

Pracessing Hierarchy Position:
Hierarchy Type Bank: Agent Company: Division: Department
[Defiredat =] I | | | |

RS-

I Client Relationship: ACMEOd CP Organization Switch Relationships

Structure name andfor Frocessing Hierarchy Position text boxes. Leave both blank ta return all AVCs. Click

You must base a child AVC on an
existing parent AVC. You cannot base a
child AVC on another child AVC.

Records 1 -2 of 2

o

Select AVC Name
o Demo AVC (IAPSIGAFS - O&M) DEMO ACS Parent
‘ ™ Demo AYC (Stanfing DEMO ACE Parent

# Atternate  Processing Hierarchy Position
tructure  AVC Type Parent AVC Accounting Codes Bank Agent Company Division Department Segment(s)

2 3058 0O0GE APPROPRIATION | OAC | ASN
2 3058 0066 APPROPRIATION | QAT | ASN

Records 1 -2 of 2

Create Child AVC

4. Search for an existing AVC to base the new child AVC on, if needed:

a. Specify search criteria.
b. Click the Search button.

Select the parent AVC to base the new child AVC on.

Click the Create Child AVC button.
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Accounting Validation Control
Create a Child Access Online Validated Accounting Validation Control

I Client Relationship: ACMEODD CP Organization Switch Relationships

*=required
General Parameters
Farent Accounting Yalidation Control Mame: Demao AYC (Stanfing)

Your screen will be set with a
specified Bank/Agent values that
you should not change.

Defined at™
Bank: Agent. Company:

q nag 0066
\Assigned at™
* Donotassign

Bank: Agent Company: Division: Department:
3058 0066 | | garch for Position or dd Multiple

Accounting validation Control (8% C) Mame™

I 7

\{:‘io status: The validation triggers are not editable,
AVC Enabled so do not open or attempt to modify the

% 8vC Disabled

Q [+] Validation Triggers

== Backto Search & Select Accounting Walidation Contral

validation triggers.

Leave the Assigned at setting at the Do Not Assign radio button.
Type a name for the child AVC using your organization’s naming convention.
Select the AVC Enabled radio button.

10. Click the Save and Continue button.
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. L ' 4
Accounting Validation Control * Log Out
Modify a Child Access Online Validated Accounting Validation Control

I Client Relationship: ACMEOD4 CP Organization Switch Relationships |

Li ] AVC Child AVC 1 successfully saved.

*= required
General Parameters

Farent Accounting Validation Cantral Name: Demo AYC (Stanfins)
Number of Created Alternate Accounting codes (RACY, O Manage Alternate Accounting Codes

Defined at™
Bank: Agent. Company:

3053 0O0BR I Select Position

Assigned at™*
f* Donotassign
Bank Agent Company: Division: Department:
3058 0066 [ | Search for Position or Add Multiple

Accounting Validation Control (AWC) Name:™
Child A% C1

AWC Status:
{% £vC Enabled
" AYC Disabled

[+] Validation Triggers Return to top | Go to Saws
[+] Validation Settings Return to top | o to Sawe

B save ave 3R Deiete Ave

== Backto Search & Select Accounting Yalidation Control

11. Open the Validation Settings area.
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|

AVC Status: 3
@ AyC Enabled 3
© AVC Dizahled 5
[+] Validation Triggers Return to top | Go to Save }
-1 Validation Settings Retum to top | Gete Save

Current Validation Method: Access Online  Switch to Client Systerm Validation

Validation Rules

segment using a

The following controls allow you to Set rules on how the segments listed below are validated. To validate a %

Mo Validation

Valid Value Assistance

Custom WL | Custom WL \ YL | Custo

Custom valid Value List, click the "Custorn WL link below,
APPROPRIATION OAC ASN UI
Validate Numeric
WYL | Custom WL [ Custom
[c [

Walidate Against a Wil

Enter or Belect from List
without Walidation

Entry Required

Current VWLs Used For Validation Within This AVC

To remove 8 WL,

next o the WL is

click the checkbox next to the appropriate WL and click the "Delete VWwL" button. The value
the humber of VL values in the VL

Select VWL Name (#) DPRIATION OAC ASN UIC PEC ORG MFP JO SAR WCR RBC RSC Cl
Appropriation (6)

ASN (8)
Create Subset WL

@ No Error - 0K

| Delete VVL

== Backto Search & Select Accounting Yalidation Conirol

}ﬂ
z
—
|
L

©2010 U.

12. Select the additional restrictions on the child AVC:

a. To validate that the value the cardholder specifies is a number, select the

segment’s Validate Numeric radio button.

b. To create a subset VVL for the child AVC (a smaller list pulled from the

larger list already in the parent AVC), see Create a Subset Valid Values List

on page 57.

c. To create a custom VVL of values not already in the parent AVC, see
Create a Custom Valid Values List on page 62.

d. To require the cardholder to specify a value, select the Entry Required
check box.

13. Click the Save AVC button and then click OK on the confirmation message.

S. Bancorp
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Create a Subset Valid Values List

While you are creating a child AVC, you can create a subset VVL based on the
values of the parent AVC’s VVL.

AWC Status:
& m9C Enabled
4G Disahled

[+] Validation Triggers Return to top | Go to Save
[-] Validation Settings Eeturn to top | Go to Save

Current ¥alidation Method: Access Online  Switch to Client System Yalidation

Validation Rules
The following contrals allow you to set rules on how the segments listed below are validated. To validate a
segment using a Custom Yalid Yalue List, click the "Custom WL link below.

APPROPRIATION OAC ASN

No Validation

Validate Numeric

Valid Value Assistance
Walidate Against a Wl

Enter or Select from List
without Validation

Entry Required

OEEN

i e
a0
—

Note that the parent AVC has a
VVL for the Appropriation
segment.

Current VWLs Used For Validation Within This AWC
To remove a WL, click the checkbox g N
nextto the VWL is the number of WL

APPROPRIATION WCR RBC RSC ClI OC GPS %

OAC ASN UIC PEC ORG MFP JO SAR

Appropriation (6)
Create Subset

OAC(8)

Create Subset WL If a subset VVL exists, a link with the
ASN (8) i
o cubset WL name of the subset VVL displays

instead of the Create Subset VVL
link.

@ No Error - 0K
Delete VVL

Save AVC Delete AVC

== Backto Search & Select Accounting Yalidation Caontral

To create a subset VVL:
1. Click the Create Subset VVL link.
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Valid Values Lists
Create a Subset Valid Values List

I Client Relationship: ACMEDS CP Organization Switch Relationships |

To create a SubsetValid Yalues List VL0, tvpe a unigue WL Mame for this Accounting Yalidation Control
(AWCY and click the "Save & Continue" button.

-~

*=reguired

Accounting Code Structure Name: STAMNFING
Accounting Validation Control Name: Child AC 1
Parent Valid Values List Mame: Appropriation

Mew Subsetvalid Value List

Q IApperriatiun'l 04779

’x\

Note the auto-generated name. Type a name based
== Back to Modify a Child Access Onf - ON YOUr organization’s naming convention.

egment {Length)

APPROPRIATION (20) OAC (2) ASN(5) UIC(6) PEC{(12) ORG (8) MFP(2) J¢

2. Type a new name for the subset VVL in the Subset Valid Values List Name
field, if desired.

3. Click the Save and Continue button.
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a
* Log Out

Valid Values Lists
Manage a Subset Valid Values List

I Client Relationship: ACMEOS CP Organization Switch Relationships |

@ Request has been successfully completed.

To change the name of a SubsetValid Walues List 0L, type a unigue WL Name for this Accounting
Yalidation Caontral (84 and click the "Sawve" buttan.

To delete the SubsetL, click the "Delete W' button.

You can also manage the values of this Subset WL by selectifg values from the Parent VWL, tvping values
that exist on the Parent 'L, or uploading a file with values that exist on the Parent VL.

*= required

Accounting Code Structure Name: STAMFIMNE
Accounting Validation Control Name: Child AV 1
Paremt Valid Values List Name: Appropriation

Segment (Length)
APPROPRIATION (20) OAC (2) ASN(5)

Subset Valid Values List Name UIC (6) PEC (12) ORG(8) MFP(2) J3

IApperriatiDn Subset

= save S Expori vui 3 Deloto VL]

== Back to Modify a Child Access Online Validated Accounting Yalidation Cantrol

L earn More. From this screen, you can select values for the subset, type
values for the subset, or upload a subset file.

4. To select values for the subset VVL:

a. Click the selecting values link.
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Valid Values Lists m

Select Subset Valid Values

I Client Relationship: ACMEODD CP Organization Switch Relationships
To add values to the subset valid values list (L), search and select Values(s) frorn the parent WL, then click
"Select==". To delete values, check the Delete check hox. To complete management of the subset valid
values list, click the "Save" button.

You can also manually enter values that match its parent's WL values.

Accounting Code Structure Name: STANFINS
Parent Accounting Validation Control Name: Dermo AVC (Stanfins)
\falid Values List Name:

Accounting Validation Control Name: Child AWC A
Subset Valid Values List Name: Appropriation Subset 1
Search for Valid Values

Enter full ar pattial segment values, segment value descriptions, or leave blank to view all valid values. Then
click the "Search” buttan.

APPROPRIATION (20)
{

Yalue:

Description: N\

Search Type: | Begins with vl

Display |25 | Values perpage

To add a value to the Selected SubsetValid Value(s) list, select the value in the list to the left and click
"Select==". To delete a selected value from the list, mark the walue in the listto the right. When you are
satisfied with your selection(s), click "Save".

Found Valid Values @ Selected Subset Valid Value(s)
Check Al Shown | Unched A1l Shovn

Records 1-6 of §

a Select APPROPRIATION alue Descriptio —> Delete APPROPRIATION Value Description
[l 11220000000000000000 [ 23340000000000000000
\_ 23340000000000000000 | 54540000000000000004
[l 54540000000000000004 464860000000000000001
| 56560000000000000001
[l T¥770000000000000003

(| a7770000000000000005

Records1-6 of &

\ Ched Al Shaown | Unchedd Al S hown

== Backto Manane a SubsetValid Values List

To delete a selected value,
select the value’s Delete
column check and click Save.

b. Search for a specific value, if needed.

c. Inthe Found Valid Values list, select the check box in the Select column for
each value you want to include in your subset VVL.

d. Click the Select button. The values move to the Selected Subset Valid
Values list.

5. Click the Save button. A confirmation message displays.
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- B e o R R i et
M ETS e aRled T
[+] Validation Triggers Feturn to top | Boto Save
-] Validation Settings Eeturn to top | Gota Save

Current Validation Method: Access Online  Switch to Client Systerm Yalidation

Validation Rules

The following contrals allow you to set rules on how the segments listed below are validated. To validate a
segment using a Custom Valid Walue List, click the "Custom WL link below.

APPROPRIATION OAC ASN

No Validation [ [ o o [ I

Validate Numeric (ol (o (o (ol e e

Valid VValue Assistance v v + | Custom YL | Sustom WL | Custom WL | Custom WL | Custom WL | Custom WL | Custo
Walidate Against a VWL [ o [

S R R

Entry Required - mE N r r r r - -

Current VWLs Used For Validation Within This AVC
Toremaowe a WL, click the checkbox next to the appropriate WL and click the "Delete W_L" button. The value
next to the YL is the numhber of YWl values in the WL

Select VWL Name (#) APPROPRIATION OAC ASN UIC PEC ORG MFP JO SAR WCR RBC RSC ClI
Appropriation (6)
Subset: Appropriation Subset 1 {3)
OAC (8)
Create Subset VWL
ASN (8)
Create Subset YW1

@ No Error - 0K \

Note the subset name and
N Save AVC J number of values.

== Backto Search & Select Accounting Validation Control

6. When you are done, no matter which method you chose to add values to the
subset VVL, click the Save AVC button.

Are You Sure?

NYou have chosen to modify 2 Child AYC 1. Changing this AVC means that the Accounting Code Validation
for the Managing Accounts and Cardholder Accounts using this AYC will change.

@ Are you sure you want to change this AVC?

NZ €@

7. Review the parameters of the changes.
8. Click the Yes button.
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Create a Custom Valid Values List

You can create a custom VVL for a segment that does not have a VVL in the parent

AVC.
B e e T e I R i
W
[+] Validation Triggers Feturn to top | Boto Save
-] Validation Settings Beturn to top | Goto Save

Current Validation Method: Access Online  Switch to Client Systerm Yalidation

Validation Rules
The following contrals allow you to set rules on how the segments listed below are validated. To validate a
segment using a Custom Valid Walue List, click the "Custom WL link below.

APPROPRIATION
No Validation
falidate Numeric
Valid Value Assistance v v | v Custorm WVL | Custor WL | Custorm WL | Custom WL | Custom WL | Custo
Walidate Against a VWL [ o [
- |
E”terfiziﬁfo'ﬁfvafﬁgﬂah';g e @ | @ Note that the parent AVC does
Entry Roquired r -l e - - ~| not have a VVL for UIC.

Current VWLs Used For Validation Within This AVC
Toremaowe a WL, click the checkbox next to the appropriate WL and click the "Delete W_L" button. The value
next to the YL is the numhber of YWl values in the WL

Select VWL Name (%)

Appropriation (6)

Subset: Appropriation Subset 1 {3)

OAC (8)
Create Subset VWL

ASN (8)

Create Subset YW1

APPROPRIATION OAC ASN UIC PEC ORG MFP JO SAR WCR RBC RSC ClI OC

[ saveavc 3 Doleto AVC )

== Backto Search & Select Accounting Validation Control

@ No Error - 0K

To attach a custom VVL to the child AVC:

1. Click the Custom VVL link. On the screen that displays, you can either upload
a file or manually type in values to create the list.
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= - yr 4
Valid Values Lists

Create a Custom Valid Values List

I Client Relationship: ACMEOS CP Organization Switch Relationzhips |

To create a Customn Yalid Yalues List (WL, type a unigue YL Name for this Accounting Validation Contral
(MG and select at least one unassigned segment that will he associated to this WL Then clickthe "Save &
Cantinue” button.

*= reguired

Accounting Code Structure Name: STAMFIMNG
Accounting Validation Control Name: Child AVC 1

Mew Custom Valid WValue List

Unassigned Segment {Length)
Custom Valid Values List Namy APPROPRIATION (20) OAC (2) ASN(5) UIC (6) {12) ORG(8) MFP(2) .

|Chi|d AvC 1104780

Existing ¥alid Walue List{s) within AVC DEMO ACS

Segment (Length)
Valid Values List Name APPROPRIATION (20) OAC({2) ASN(5) UIC (6) PEC({12) ORG(8) MFP(2) JC
Al
ac
Appropriation ;
== Back to Modify a Child Access Online Validated Accounting Yalidation Control %

2. Type a new name for the custom list using your nhaming convention.

3. Ensure you have the correct segment check box selected.
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Valid Values Lists
Manage a Custom Valid Values List

I Client Relstionship: ACMEDS CP Organization Switch Relationships

i ] Request has been successfully completed.

To change the name of a Custom Valid Values List (WL, type a unigue WL Marme for this Accounting
Validation Control (AC) and click the "Sawve" button.

To delete the Custom WL, click the "Delete WL hutton.

You can manage the values of this Custom WL by fyping values or uploadihig a file.

*= required

Accounting Code Structure Name: STAMNFING
Accounting Validation Control Name: Child AVC 1

Segment (Length)
Custom Valid Values List Name APPROPRIATION (20) OAC(2) ASN(5) UIC(6) PEC(12) ORG(8) MFP(2) JO|

I UIC Custom %L * v

. Save MR Export VVL Delete VVL

== Backto Modify a Child Access Online YWalidated Accounting Validation Contral

4. To upload values, click the uploading a file link.
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Upload Valid Values List

Start Upload

I Client Relationship: ACMEDD CF Organization Switch Relationships

To begin the upload process, type the desired file path and filename or click "Browse. " to select the file. Click
the "Continue" hutton to continue to final step ofthe upload process.

*=required

Valid Values List Information

Yalid values List: Child AV 1104780
Accounting Code Structure:

Child Accounting Walidation Control: Child AVC 1

String Length: 2
Segments (Length): UIC &)
Upload File Requirements:
Regquired File Format: Tah Delimited File { td)
Far a Single-Segment R aw: "Walid Walue" tab] "Segment Value Description” [return)
OR
For a Multi-Seament Row: "“Waluel Value 2" [tah] "Searment Walue 1 Description” tah] "Seament

Yalue 2 Description” [return]

Mote: ou do not need quotation mads " ") around the descriptions.

File to Upload:™
a IC:'\UpIDad Filesh WIC Customy" Lt Browse... |

5. Search and select a file.
6. Click Continue. The system attaches the custom VVL to the child AVC.

Tip! Your file name cannot contain any spaces or special characters. The file

structure must be in a tab-delimited text file with the value separated from the
description with a tab, as shown below.

Value<TAB>Description<RETURN>
Value<TAB>Description<RETURN>
Value<TAB>Description<RETURN>

[P UICCustomYYL.txE =101 x|

File Edit Format Wiew Help

i copypaper -
22 fo¥cesupp1i95 -
33 pencils

44 penshlue
55 ensred

65 bTlack
| The <TAB> is between these two fields. I
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Upload Valid Values List
Verify Upload

Yetify the Valid Walue List information and selectthe desired File Action you would like to perform. [fthe
destination information and the upload preview appears carrect, click the "Finish" button. If any of the
infarmation or preview is incorrect, click the "Cancel" hutton to return to the Start Upload screen.

* = reguired
Destination Information

Yalid Walues List: Child A4C 1104780
Accaunting Code Structure:

Child Accounting Walidation Caontral: Child AWC 1

WL String Length: 2

Current# of WL Recards: ]

Q File Action:*
 Add values in upload file to selected WL

\t"‘ Replace allvalues in the WL with the values in the upload file
If dependencies exist:
% Cancel upload
& Skip dependencies & continue upload
= Delete the values in the YL that match the values in the upload file
If dependencies exist:
% Cancel upload
" Skip dependencies & continue upload

Upload Preview
First & values of 7 values

Please note: Aif Segment descrintions will He truncated fo 40 characters.

Row # Valid Value (2) OAC

Description (40)
1 11 Copypaper
2 22 officesupplies
3 33 pencils
4 44 penshlue
] a5 pensred

B Finisn 3 Cancel

7. Select the radio button for the File Action option you want.

8. Review the preview.
9. Click the Finish button.
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Upload Valid Values List

Upload Confirmation

Upload Status

The Upload process completed successfully with no errors. ANYL upload status log has been sent to your
Data Exchange Mailbox with details.

File Upload Process Summary

Yalid Walues List: Child AVC 1104780

pload File Mame:  CAllpload FilesiOAC L Tt
File Actian: Add

Mumber af Values in the WL priorto upload:
Mumber ofYalues in the Upload file:
Mumber of Yalues added successfully:
Mumhber of Walues that were not added:

[ e ==

Total Mumber ofvalues in the WL atter upload: 7

10. Review the upload information.
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N ey e A e e N T T T T S e

[+] Validation Triggers

Beturn to top | Go to Save

[-] Validation Settings

Beturn to top | Go to Save

Validation Rules

CurrentWalidation Method: Access Online

Switch to Client Systern Walidation

The fallowing cantrols allow you to set rules on how the segments listed below are validated. To validate a
segment using a Custom Yalid Value List, click the "Custom WL link below.

A e T

APPROPRIATION OAC ASN uic PEC ORG MFP
No Validation «© = o
Validate Numeric (ol o
Valid Value Assistance . . Custorm WL | SLstorm WL | Cus
validate Against a Wi s c
Enter or Select from List o o = ol
without Validation
Entry Required r r r r r r

Current WWLs Used For Validation Within This AVC
To remove a WL, click the checkbox next to the appropriate WL and click the "Delete W/L" button. The value
next to the WL is the number of VWL values in the WL

|
¢
ﬁ

Select VWL Name (#)
Appropriation (6) ®
Subset: Appropriation Subset 1 (3)
OAC (8) ®
Create Subset Wl
ASH (8) )
Create Subset Wl

r | Custom: Child AVC 1104780 (7) @ €

APPROPRIATION OAC ASN UIC PEC ORG MFP JO SAR

@ No Error - 0K

== Backto Search & Select Accounting Yalidation Cantrol

11. Click the Save AVC button.
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Type Accounting Code Values for a Child AVC

If you are creating a custom VVL for a child AVC, you can also type values. Typing
values is useful if you need to modify an existing value or you have only a small
number of values to add to a custom VVL. You can also type values for subset VVL
for a child AVC, but since the subset VVL must have values that are already in the
VVL, we recommend selecting the values from the existing parent VVL. If you need
to add a value to a parent AVC’s VVL, contact your relationship management team.

Valid Values Lists
Manage a Custom Valid Values List

I Client Relationship: ACMEDA CP Organization Switch Relationships

Li ] Request has been successfully completed.

To change the name of a Custom Yalid Values List &L), type a unigue WL Mame for this Accounting
Yalidation Cantral (AYCY and click the "Sawe" buttan,

To delete the Custom WAL, click the "Delete WA/L" button.
You can manage the values of this Custom WL by typing values or uploading a file.
* = reguired

Accounting Code Structure Name: STAMFIMG
Accounting Validation Control Name: Child AV 1

Segment (Length)
Custom Valid Values List Name APPROPRIATION (20) OAC(2) ASN(5) UIC(6) PEC(12) ORG(8) MFP(2) JOI|

I UIC Custom WL * e

“savo 3 “Export vvi R Doleic V)

== Back o Maodify a Child Access Online Validated Accounting Validation Control

To type values, click the typing values link on the Valid Values List: Manage
Custom Valid Values List screen. Specify the number of values you want to add,
click the Add button, and then type the value and description. Click Save when you
are done.
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Valid Values

Manage Valid Values

I Client Relationship: ACMEODS CF Organization Switch Relationships |

Valid Values List Name: ASM Custom WL
Enter full or partial segment values, segment value descriptions, ar leave hlank to view all valid values. Then
click the "Search" button.

Value: I

Description:

Search Type: | Begins with vl

Display |25 'I Yalues per page

Use these fields to search for a specific
value. You can edit values on this screen,
as well as type new values.

Toadd new Valid Yalue(s), select the number of new values you wish to create and click the "Add" buttan.
To delete “alid Yalueis), check the "Delete" checkbox an the carresponding row you wish to deleta.

To complete management of Yalid Value(s) (add, modify, delete), click the "Save" button.

- |

m |1 'l Mew Valid Walue(s)

Fecords 1-5of 5

Type the number of values to add and then
click the Add button.

Segment Value Segment Description

ASN
r [12345 [copypaper
- o ftoner Type the new values and descriptions in
the blank fields.
- j32345 [pens
o | : —
- Edit any existing values and/or
| | descriptions.

Fecords 1-5of 5

L _Save Click Save when you are done.

== Backto Search, Select,
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Create an Alternate Accounting Code

You can create a valid, complete line of accounting, called an alternate accounting
code (AAC). You create an AAC based on a child AVC.

Accounting Code Management

Accounting Code Structure
Create aor modify structures far viewing, entering, and changing
accounting codes throughout the system.

Accounting Validation Controls

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

= Cregte Mew Accounting Validation Contral
= Cregte f Madify F Delete Child Accounting Yalidation Contral
= fjodify / Delete Accounting Walidation Control

HMote: The management of custom and subset valid walues lists is done
through the "Create ! Modify f Delete Child Accounting Walidation
Coantrol" link ar "Modify f Delete Accounting Yalidation Control” link

Valid Values Lists

Create, views and delete lists of valid accounting code walues. Also add,
replace or delete walues within a list,

= Cregte Mew valid Values List
m podify / Delete Walid Yalues List

Alternate Accounting Codes
Create, view, modify and delete the full lines of accounting that can he
used for reallocation.

To create an AAC:

1. On the Accounting Code Management screen, click the Alternate Accounting
Codes link.
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P
Accounting Validation Controls

Search & Select Accounting Validation Control

I Cliert Relstionship: ACMEOd CP Organization Switch Relationships

To search for an Accounting Yalidation Contral (AWC), type a full or partial name in the Accounting Code
Structure name andior Processing Hierarchy Posifion texd boxes. Leave hoth blank to return all A¥Cs. Click
the "Search" hutton, then select an Accounting Walidation Contral fram the list below.

fou can also create an Accounting Validation Contral.

rccouﬂt\/ahdatioﬂComrﬂ‘(AVC) Name: You can leave all the fields blank to

: return a complete list.
Accounting Code Structure Mame

|

Select Accounting Code Structure

Processing Hierarchy Position:
Hierarchy Type: Bank: Agent  Company: Division:  Depatment:
|Deﬂned at j I | | | | Select Position

N

Records 1 - 4 of 4

AVC Name Code Structure  AVC Type Parent AVC Accounting Codes B Department Segment(s)

D0RRDEMACHId  granFING Child Demo AVG (Stanfins) 3 APPROPRIATION , OAC , ASN ,

D0BEDemonstration  STAMFING Child Dema AvC (Stanfins) 3 APPROPRIATION , OAC , ASN ,

O0GETraining STANFING Child Demo AVC (Stanfing) 3 APPROPRIATION , OAC  ASN

Child A4C 1 STANFING Child Demo AVC (Stanfine) i APPROPRIATION , OAC , ASN ,
Records 1 - 4 of 4 i

2. Search for a child AVC to base the new AAC on:
a. Specify search criteria.
b. Click the Search button.
3. Click the number link in the # Alternate Accounting Codes column.

Ti,O! You can also click the AVC name link to create an AAC. Simply click the
Manage Alternate Accounting Codes link to continue.

Accounting Validation Control
Modify a Child Access Online Validated Accounting Validation Control

[ Giiert Relztionship: ACMEDA PC Oiganization Suitoh Relationships
*=required

General Parameters

Parent Accounting Yalidation Control Name: |APS-GAFS O&M
Mumber of Created Alternate Accounting codes (RAC): 0 Manage Alternate Accounting Code:

Defined at™
Bank:  Agent  Company.

3058 0064 Select Fosition

Assigned at™*

& Donot assign

o Bank: Agent Company: Division: Department
3058 0064 Search for Position or Add Multinle

Accounting Validation Control (AvC) Name:™
Sample Child AVC1

AVC Slatus
% AVC Enabled
7 AVC Disabled

[+] Validation Triggers Beturn to top | Goto Save
[+] Validation Settings Return to top | Go to Save
{520 vC ]
== Backlo Search & Select iting Yalidation Control
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Alternate Accounting Codes

Manage Alternate Accounting Codes

I Client Relationship: ACMEDS CF Organization Switeh Relationships
Accounting Code Structure Name: STAMFING

Accounting Validation Control Name:  Child AYC 1

Search for an Alternate Accounting Code by typing a full or partial Mame andfor typing a full ar partial Segment Value
and optionally selecting whether to search in all segments, ane specific segment, or many segments. Select
whether to search for the Mame and/or Segment Walue only atthe beninning of the field or anywhere within the field.
Be aware that searching for a contained phrase may slow down the search. Then click the "Search” buttan.
Alternate Accounting Code Mame:

Segment Walue:

Seament Marme(s):

I contained anywhere within Hote: Hald down the Cirl key to make multiple selections.

All a
AFPROFRIATION j
OAC

fields to modify an alternate
& accounting code.

Alternate Accounting Code List

Toadd an Alternate Accounting Code (AACY, select the numhber of AAC s desired and click "Add". Type a unigque
AAC Mame and supply segment values.
Single segment values may he typed ar selected by clicking the Search ican {ifthe segment is
associated to a valid Values List)
Multiple values for a segment may be entered by clicking the "Details" link or selected by clicking the
Search icon.

To medify an AAC, change the AAC Name or segment values as described above.

ASN

s

PEC hd|
Searth Tvpe:|999i“9 with 7] You will use these search

To delete an AAC, checkthe Delete checkhbox
Q To complete managem ne AACS (add, modify, delete), click the "Save" button.
h |1 A Mew Alternate Accounting Codeis)

*= reguired

Accounting Code - Segment Name({L ength)

Delete Alternate Accounting Code Name APPROPRIATION (20) OAC(2) ASN(5) UIC(6) PEC(12) ORG(8) MFf
Mo Altemate Accownting Codes camendly exist, Click “Add*to cezle Altemate Acoounting Codes.

Existing alternate
accounting codes
display here.

== Backto Search & Select Accounting Validation Cantral

4. Select the number of alternate accounting codes you want to create from the
New Alternate Accounting Code(s) drop-down list.

5. Click the Add button. Fields display that let you create an AAC.
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R e e e st e e T e e Y e A VT et et e T TR e TN O “‘"‘W‘%
Gearch Type; | Beging with =

Alternate Accounting Code List
Toadd an Alternate Accounting Code (AAC), selectthe number of AACs desired and click "Add". Type a unigue
AAC Mame and supply segrment values.
Single segmentvalues may be typed or selected by clicking the Search icon (ifthe segment is
associated o a Valid Values List)
Multiple walues for a segment may be entered by clicking the "Details" link or selected by clicking the
Search icon

Tomodify an AAC, change the AAC Narme aor segment values as described above.

Todelete an AAC, check the Delete checkbox.

To complete management of the AACs (add, modify, delete), click the "Save" button.

m 1 | HNewAlternate Accounting Code(s)

*=required

Records1- 1 of 1

Ay /o> 0 Code - Segment Name(Lengt)
Delete Alternate Accounting Code Name APPROPRIATION (20) OAC(2) ASN (5) UIC (6)
r I /7 I Details Q Details Q Details " Details

@, Search for valid value i
Recaords 1- 1 of 1
== Backto Search & Select Accounting Yalidation Control {

6. Type a name for the new alternate accounting code in the Alternate Accounting
Code Name field using your naming convention.

7. If you know the exact values for each segment, simply type them in the
appropriate segment fields.

8. To select values from a valid values list:
a. Click the Magnifying Glass option and search and select a value.
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Tip! You can click a Details link to view details about a specific segment. You
can manually add values from this screen or select to select from a VVL. You can
also require entry for a segment not already set at the parent AVC to have required
entry.

Alternate Accounting Codes
Manage Segment Details

I Client Relationship: ACMEOS CP Organization Switch Relationships |

WWhen vou are finished managing the details of this segment, you may return to the Manage AAC screen by
clicking "Hold Details & Return” ar manage the next seament ofthis AAC by clicking "Hold Details & Manage
MNext Segment' (unless you're already on the [ast segment).

Accounting Code Structure Name: STAMFING
Accounting Validation Control Name: Child A¥C 1

ARternate Accounting Code Name: Sample AAC 1
Segment Name{Length): APPROPRIATION {20)
Valid Values List Name: Appropriation Suhset

Segment Values

To add & Segment Yalue, type it in the Segment Walue text box and click "Add==". To add multiple values,
repeat this action for each additional Segment Yalue. Orvyou can Search & Select Valid Walues.

Toremove a Segment Walue, select it in the Segment Yalue(s) tahle and click "==Remaove".

Segment Walue: Segmentvalue(s):
) Mote: Hold down the Ctrl key to make multiple seledions,

<< Remove

Entry Required

Entry is MOT Required for this Segment hased on the Accounting Validation Control, do you want to make
it required when reallocating to this Alternate Accounting Code?

Tves Mo

Hold Details & Return Hold Details & Manage Next Segment

== Backto Manage Alternate Accounting Codes
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Manage Alternate Accounting Codes m

Search & Select Valid Values

I Client Relationship: ACMEDS4 CP Organization Switch Relationships

Accounting Code Structure Name: STANFING
Accounting Validation Control Name: Child AYC 1

Alternate Accounting Code Name: Sample AAC 1
Segment Name(Length): APFPROPRIATION (20)
Valid Values List Name: Appropriation Subset 1

Search for Valid Values

Enter full ar partial segment values, segmer) Hescriptions, ar leave hlank to view all valid values. Then
click the "Search” hutton.

APPROPRIATION (20)

Walue: I

Description:

Search Type: | Begins with 'l

Display |25 'I Yalues per page

To add a value to the Selected Walid Valueds) list, select the value in the listta the left and click "Select==". Ta remove a selected value fram the list, mark
the value inthe listto the right and click "==Remove". When vou are satisfied with your selection({s), click "Accept Value(s)".
Found Valid Values aclected Valid Value(s)

Check Al Shown | Uncheck All Shown
Records 1-3 of 3

Select APPROPRIATION alue Descriptio emove APPROPRIATION
\_ 23340000000000000000 | T 23340000000000000000
N 54540000000000000004

- SESE0000000000000001

Records 1-3 of 3

Check Al Shown | Uncheck All Shown

== Backto Manage Alternate Accounting Codes

Search for a specific value, if needed.
Select a value.

Click the Select button.

Click the Accept Values button.

® o o T
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Alternate Accounting Codes * Log Out

Manage Alternate Accounting Codes

I Client Relationship: ACMED4 CF Organization Switch Relationships

Accounting Code Structure Name: STANFIMG
Accounting Validation Control Name:  Child AVC 1

Search for an Alternate Accounting Code by typing a full or partial Name andiar typing a full or partial Segment Walue
and optionally selecting whether to search in all segments, one specific segment, or many segments. Select
whetherto search for the Name and/or Segment Yalue anly at the beginning of the field or anywhere within the field
Be aware that searching for a contained phrase may slow down the search. Then click the "Search” button

Alternate Accounting Code Narme:

Segment Value: Segment Mame(s):
I cortained anywhere within Mote: Hold down the Ctrl key to make multiple selections
All

s e i N PP el et

Search Type: | Begins with 'I

Alternate Accounting Code List

Toadd an Alternate Accounting Code (RAC), select the number of AACs desired and click"Add". Type a unigue
AAC Mame and supply segment values.,
Single segmentvalues may be typed or selected by clicking the Search icon (ifthe segment is
associated to a Valid Values List)
Multiple values for a segment may be entered by clicking the "Details" link or selected by clicking the
Search icon.

Tomodify an AAG, change the AAC Name or segmentvalues as described above.
Tao delete an AAC, check the Delete checkbox

To complete management of the AAGS (add, modify, delete), click the "Save" button,

L Add MR 'I Mew Altemate Accounting Code(s)

*=reguired

Accounting Code - Segment Name(Length)

Delete  Afternate Accounting Code Name APPROPRIATION (20) 0AC (2) ASN (5)
r [sample AaC 1 23340000000000000000 X Details 11 Q Details EEEEE Q Details

Q. Search for valid value

B\ save

== Backto Search & Select Accounting Yalidation Cantrol

9. When you are done and have a value for every segment, click the Save button.

©2010 U.S. Bancorp 77



Army Resource Manager User Guide

T 7! You can see the number of AACs associated with a child AVC.

l/Accounting Validation Controls %
%\r

Search & Select Accounting Validation Control

Cliert Relationship: ACMEDS CF Organization Switch Relationships

To search for an Accounting Validation Contral (AVC), type a full or partial name in the Accounting Code
Structure name andior Pracessing Hierarchy Position text boxes. Leave both blank ta return all AVCs. Click
the "Search” hutton, then select an Accounting Walidation Contral fram the list below.

‘fou can also create an Accounting Validation Cantrol

AccountValidation Contral (AVC) Mame:

Accounting Code Structure Mame

Select Accounting Code Structure
AYC Type:

Child AVC  x
Processing Hierarchy Position:

Hierarchy Type: Bank: Agent; Company: Division: Department:
|Deﬂnedat j | | | | Select Position

Recards 1 -4 ofd

Pracessing Hierarchy Posi

AVC Name e AVC Type Parent AVC Bank Agent Company Diwi Department Segment(s)

006EDemoChild STANFING Child Dierno AVC (Stanfins) 3 3058 006B APPROPRIATION , OAC | ASN , UIC , PE§
0066Demonstration  STAMFING Child Dierno AVC (Stanfins) 2 3058 0068 APPROFRIATION , OAC , ASN , UIC, PEE
00BETalning STANFINS Child Dierno AC [Stanfing) 3 3058 006B APPROPRIATION , DAC | ASN , UIC , PE
Child AYC 1 STANFINS Child Diemo AVC (Stanfing) 1 3058 0068 APPROFRIATION , OAG , ASM , LIC, PER

Recards 1 -4 ofd

Note the number of AACs

associated with the child AVC.
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Run a Standard Report

You have a full range a standard reports available to you that cover every aspect of
your program. For our example, we run an Account List report. You run a report in
three basic steps: select the report, set the report parameters, and run the report.

U.S. Bank Access”Online

Request Status Queue
Active Work Queue Reporting

Program Management Tax and Compliance Management
General program management activities and maonitar Estimate salesiuse tax, track spending for 109971057
campany policy compliance. vendors, and perfarm other regulatory reparting.
ment . . - .
) __ Financial Management Administration
formation Monitor expenditures, track variances and manage account These reports allow administrators to support systermn
allocations. functionality.

Supplier Management
These reparts manage supplier relationships, support
supplier negotiations, and manage spending by category.

Home
Contact Us

To run a standard report:
1. Select the Reporting high-level task.

2. Select a report category. For our example, we will pick Program Management.
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“E—
Program Management } + Logour
Spend Delinquency Management

Account Spend Analysis Account Suspension

Surmmary of account spending {excluding merchant detaily. Provides information on open accounts that are past due and

suspended or pending suspension.
Cash Advance
Cietail of account cash advances including transaction Charge-0ff
amaunt, date, ang, CCE FUTREr. Infarmation on accounts that have been charged off, including
charge-off date, balance charged-off, and recovery amount.

AdministratiZn Past Due

Account List Accounts with past due balances and the number oftimes

Fraguently used account level information such as open date,  pastdue situations have occurred.

lasttransaction date, single purchase limit, credit limit, etc.

Account Status Change Allocation Rules Management

An exception repart that lists accounts with a change status of  Merchant Allocation Rule Sets

lostistolen, closed, or re-opened. Summary of merchant allocation rules sets and detail of
aszociated allocation rules.

Order File Histary
Histary of order file laading and matching.

Declined Transaction Authorizations

Ceclined Transaction Authorizations report provides details of
declined transaction autharizations information along with
related account and merchant infarmation.

Reguest Status Queue
History of changes made to Accounts.

3. Click the report name link. For our example, we will click the Account List link
to run the Account List report.
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Program Management
Account List

results, enter specific criterizemank fields.
* = required g

By default this report will return all results associated with blank fields, unless otherwise noted. To limit

A
* Log Out

Date /
@ LastMaintairdd Date Range:  © Account Open Date Range:

End Month End Day

Begin Month  Beain Day  Begin Year 1o

End Year

Account Information

Account Status
Hold down the Ctrl key to make multiple selections.

Open
Closed
Blank x|
Account Twpe:

Cardholder Account =

Method:
Hald down the Ctrl key to make multiple selections

Data Feed
File
Manual

|

For this report, you can select the
method of setup or maintenance
from the Method scroll box.

Additional Detail
Selected aptions allow a drill-down to additional detail if available.
[T Default Accounting Code
™ Authorization Limits

T Dermographics
I Account Information

™ Merchant Authorization Contral Details
™ Merchant Autharization Contral Limits

L

Sort Report By

|AccountName j |Accuumstatus j |Nu Sort

® Asceng
© Desq|

@ pscending Order
© Descending Order

der
der

@ Ascending Order
© Descending Order

| [Mosont

@ Ascending Order
© Descending Order

Report Output

FDF -

Output Parameter Page Placement:

Selection defines the location of the Parameter Page details on the report output

End hd

Group Report By
@ Processing Hierarchy Position: *
If selected, a processing hierarchy position is reqguired.
\ Bank: Agent: Company:  Division: Department:
s Reporting Hierarchy Position: *

[a058 [68 |
If selected, @ reporting hierarchy position is required.
Bank: Level 1 Level 2 Level 3 Level 4

Level 5

Search for Position ar Add Multinle

Level B

Level T

[a058 [a7163 " [oooos [ o1om 50231

Search for Position or Add Multiple

(s Account Mumberizg
If selected, at leag buntis required. Separate multiple accounts by a comma and no spaces.
| Search for Accaunts

Mm Create Scheduled Report

== Back to Program Management

Specify a date range.

N o g &

Specify account information (which accounts to include in your report).
Select which additional detail to include in your report.

Specify how you want to sort the report information by selecting a field and then

selecting to sort the data in that field in ascending or descending order.

Select the report’s output.

Specify how to group the report data:

a. Select a radio button.

b. Type the value or click the Search for Position or Add Multiple link.
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R
Program Management

Select a Reporting Hierarchy Position

Search for a Hierarchy Position
Selectthe hierarchy level you wish to locate, and enter any known or partial values, then search

Hietarchy Level:
Level 5 =

Bank Leve! 9d wel 20 Level 3t Aleveld:  Leveld:  Level 6 Level 7:

To add a position to the Selected Hierarchy Positions, select the position in the listto the [eft and click "Select
Position". To rermove a selected position fram the list, mark the position in the listto the right and click
"Rernave Position”. When you are satisfied with your selection(s), click "Accept Hierarchy'.

Found Hierar
Recards 1 - 2 of

ion(s)

Selected Hierarchy Position(s)

/ Remove Bank Lvi1 Li2 L3 Lv4 LM5 Lv6 Lv7
- 3058 11780 22227 33333 44444 55555 r 3088 11780 22222 33333 44444 55555
] 3058 1178t 33277 33333 44444 55555 —> O 3098 11791 22222 33333 44444 55559

Check Al Shown | Ul 9g Shown

Regords 1 -2 of2

== Backto Account List

Specify search criteria.

Click the Search button.

Select the check boxes for the positions to include.
Click the Select Position button.

-~ o o o

g. Click the Accept Hierarchy button.
10. When you are done, click the Run Report button.

©2010 U.S. Bancorp 82



Army Resource Manager User Guide

Account Status

Account List - Summary

Status Description Product Type Setup Method Update Method

Report Date: 09/08/2008

Account Name:

Account Nam e:

Account Name:

Account Nam e:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Nam e:

Account Name:

Account Nam e:

Account Name:

Account Nam e:

ROSEAMME BUTLER

Cpen

ANTHONY CARLISLE
Cpen

MARTIN DAMIELS
Cpen

PETER EDGARS
Cpen

FRAMNK GUARDADO
Cpen

JOSEPH HANCOCK
Cpen

DOUGLAS JOHNSON
Cpen

SERGE KOSTAS
Cpen

TOBY MANKALA
Qpen

DAMITA MARALDO
Cpen

DOREE MARKS
Cpen

JAKE PEDERSEN
Cpen

LYNETTE PRICE
Cpen

GILBERTC RODRIGUEZ
Cpen

Account Number: ***** 0005805683
Purchasing Manual Manual
Account Number: ™ " 0005537673
Purchasing Manual Manual
Account Number: ***** 0005805667
Purchasing Manual Manual
Account Number: **** 0005537738
Purchasing Manual Manual
Account Number: """ 0005437702
Purchasing Manual Manual
Account Number: **** 0005805717
Purchasing Manual Manual
Account Number: " 0005805704
Purchasing Manual Manual
Account Number: ***** 00055837744
Purchasing Manual Manual
Account Number: **** 0005837710
Purchasing Manual Manual
Account Number: "***"0005905651
Purchasing Manual Manual
Account Number: ***** 0005537660
Purchasing Manual Manual
Account Number: ™ "™ 0005537654
Purchasing Manual Manual
Account Number: ***** 0005905725
Purchasing Manual Manual
Account Number: " 0005805675
Purchasing Manual Manual
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Learn More. The parameters that you need to set for your report depend
on which report you are running. For another example, you can see the more
complex parameters for a Transaction Detail report. For information on how to set
each possible parameter, refer to the Access Online: Running Standard Reports
user guide and lesson. To review a description and sample of each standard report,
refer to the Access Online: Standard Report Samples user guide.

Financial Management
Transaztion Detadl

Oy et m;unm m Bl nesuts asocisted with blask felds, wnlets ohenita poted To Bme
Rt driee g 0 blank talst

 Cyche Close Dote Range: 7 Caandae gn 1 Postng Dae & - Raage

™ Ensble G iy
Degnlant, DeginDay Magnve Eodlselt  WndDay  EndVes
= [F 3 oo 'I "= Fd w3

Transactions Included

Tramsarhon Staus
& Reawes s
[ =

© Aporovl Staus
o i the Cel by b ek sl seberons

Trataacton Amount
[vo= =13
Pustng Tree
] -

Pagments
 Exude 1 include
Feas

& Exige T neiude

Agdmional detail

I Disstary Transachen Commants [ Display Adotation Dotas

Merchants

& Weechast Categery Code Group
o e the Cf by b b rufBile subertions

-

Methant Cabgony Cades
To e 8 195U HOM the deSaut ot B anter 3 MCC o SRR Sepia0n Fiple MCCS DY B GOmma 350 10 59ICHS.

[ Baan e Coges
¢ Weschiet Hamas
T e s resasts W v B€3UIE OB it 3 Bl of it “Lagi Wil e nam and add 115 B st

Select By
TRkl L340 0 A A A A g /A
Bocounting code nam (3t st 1 sharscsers)

& Aseoursng Coss

17 Aginaby Aetonmbing Cocdi Mama *

Sort Repert By

[rtoantriame =] [Trans Date =] [HeBen ECE =

# Ascenang Ondw L % pacandng Onder ® Ascenning Ondes
© Doschnsing Ondes © Dicanding Coser - g © Dischetio

Repert Output

[Fee -]

Cnutpu Parametsr Page Pracomest

SabecS0n Delnes T tor Fagn datadls Dot ouput

Group Report By
& Procassing Hisaechy Postion *
Finiecua s gum e ey powson i eaured
............ Dupannt

l_l_l_!_l_ i o Rl

Reparing b e.nmsm
nule . . vcu a..lwus-rcn.; soqined

Level o L LR
ns‘ ” qn am | Jee | s Eaperh for Pafion gr Add MuSigle
© Agcount ymbe() *

¥ ulecsed. ot lewsl one account is equined. Separals muSisle SCCoUNs by B COmE g 00 10ICHE
Sarch foe Acounty

p

BreakSubtotal Level

[T B =]
Page Bevak
O e ® Mo

Hedi: Page Dirwsk in applcabie only i Brusk/Beiotal Ll o choen

L o rovart B e oo icosois e

=+ Eagklo Franci Minageeman)
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Schedule a Standard Report

Scheduling a report is simple and quick. After you access the scheduled reports
function, you simply select a report to schedule, specify the report’s parameters
(e.g., date range, sorting, filtering, grouping, etc.), and then specify the scheduling
parameters (e.g., report description, schedule, and recipients). Then, once you
save the report, Access Online automatically runs the report on your scheduled day
and sends the report to your designated recipients’ Data Exchange mail boxes.

Keep in mind the difference between the report date range and the scheduled date

range.

e Report date range—The report date range sets a time period filter to control
which data the scheduled report includes when the report runs in the future
(e.g., include a week’s worth of data, include a month’s worth of data).

e Schedule date range—The schedule date range establishes a future time
period during which your report will run automatically.

The illustration shows how a report date range and schedule date range work

together.
July 07 August 07
Monday | Tuesday |Wednesd | Thursday Friday Saturday | Sunday Monday | Tuesday |Wednesd | Thursday Friday Saturday | Sunday
June 25 26 27 28 29 30 July 1 July 30 3 August 1 2 3 4 5
2 3 4 5 5 7 ] [ 7 8 9 10 11 12
4 ‘\\
9 10 11 12 N 13 14 15 13 \14 15 16 17 18 19
AN A
19 A 21 22 20 21 \ 22 23 24 25 26
2 27 28 29 27 28 * 30 31 | September Z
1

Report Creation
Date (7/17)

Report Date
Range (7/2 -7/8)

©2010 U.S. Bancorp
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U.S. Bank Access” Online

Request Status Queue

Reporting

Program Management Travel Expense Management
General program management activities and monitor Detailed and sumrmary travel expense information.

company policy compliance.
Tax and Compliance Management

Financial Management Estimate salesiuse tax, track spending for 109971057
Monitor expenditures, track variances and manage account vendars, and perfarm other regulatory reporting.
allocations.

Administration
Supplier Management These reports allow administrators to support system
These reports manarg Nulier relationships, support functionality.
supplier negatiatian, | anage spending by categary.

Report Scheduler

Yiew and maintain current scheduled reports.

Flex Data Reporting
Create and maintain adhaoc reports.

Custom Reports
Create and configure custom repars.

To schedule a report:
1. Select the Reporting high-level task.
2. Click the Report Scheduler link.

Scheduled Reports m

Scheduled Repeort List

I Cliert Relationship: ACME Corporation Switch Relationships

Enterthe Scheduler or Recipient's full or partial narme, or leave hlank to view all users, or use the "Select’
feature. Then click the ‘Search’ button

Report
[Betect Repor- = Once you have reports
Scheduler Mame: Scheduler User D SChedUIedy they d|5p|ay
Select Scheduler in this table.
Recipient Marme Recipient User 1D:
Select Recipient
Date

Activity Date Range:
StartMonth Start Day StartYear to  End Month End Day End Year

M= M= [ I I

Not all standard reports
are available to
schedule.

Last Modified
Modified By

”/

Qutput Filename Description ReportName Scheduler Frequency Status Last Run g

Enter Search Criteria and click the Search huttan.

Create New Scheduled Repory
|- elect Repart - 4 |

3. Select a report from the Create New Scheduled Report drop-down list.
4. Click the Go button.
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in mind that Access
Online moves the report date
range forward in time for you, if
you |schedule the report to run
repeatedly in the future.

Financial Management
Account Allocation

[ Cliert Relstionship: ACME Corporation Switch Relationships

By default this reportwill return all results associated with blank fields, unless otherwise noted. To limit
results, enter specific criteria in blank fields

Date
[l Cycle Close Date Range: © Calendar Month Range: (o] Posting Date Range: " Transaction Date Rargs

[T Enable Cycle Day
Begin Month  Begin Day  Begin Year End Manth End Day End Year

fu = F = [wor = " [ = [ = [z07 =

To improve performance, this report must be run far no more than 3 months at a tirme

EEach report has unique
Itering options.

Transactions Included

Allocation Status:
All 2

Accounting Code
¢ Tolimitthe results frorm the default of"all" enter a full or partial "begins with" accounting code (at least 3 characters).

You can select a data
element to sort ascending
or descending.

 Custom: Define Custom

Sort Report By

|Accuummg Code ﬂ IND Sort j INU Sort j INU Sort

@ Ascending Order ¥ ascending Order @ mscending Order @ Ascending Order
' Destending Order ' Descending Order © Descending Order  Descending Order
Report Output

Summary Output:
Selection defines the output format far the summary report.

FDF v

You can specify the
report’s output file type.

Detail Output:
Selection defines the output format for the detail reportwhen links are chosen from the summary report.

FOF =
Parameter Page Placement:

Selection defines the location ofthe Parameter Page detalls on the repart output.
End =

You can filter by one or more
processing or reporting hierarchy
positions. You may also be able

Group Report By
Ta limit the results fram the default of "all* enter a value or search

@ Processing Hierarchy Position

Bank Agent: Company. Division.  Department fl b b

I I I I I Search for Position ar Add Multiple tO I ter y account numboer.
€ Reporting Hierarchy Position

Bank Level 1: Level 2. Level 3 Level 4 Level &: Level B Level 7

I I I I I I I Search for Position or Add Multiple

s Account Mumberis)™
If selected, atleast one account is required. Separate multiple accounts by a comma and no spaces.

I Search for Accounts

You can specify where the
report should have page
breaks and subtotals.

Break/Subtotal Level

- Mo BreakiSubtotal - =

L Roset J You can run the report to review it before you
save it as a scheduled report.

== Backto Financial Management

5. Set the parameters for your report, paying careful attention to the date range.
6. Click the Create Scheduled Report button.
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Create Schedule Parameters
Create Schedule Parameters

I Client Relationship: ACME Corporation

Do not use spaces or spegial

Edit the information below, and click the Submit button. characters in the output flle name.
You do not need to include a file
extension (e.g., *.pdf.).

Report Hame: Account Allocation
Scheduler Email: MNone
Scheduler Notification Pre| ps: Mone

Qutput Filename: *

Report Description: * /

IACCDunt Allocation

Q Schedule

\?epon Frequency: Month of Period:  Day of Period: Farthe previous:

[™arthty = | 7| JLastpay x| [1month =]

Scheduled Start Date: Scheduled End Date:
Start Month  Start Day Start Year End Manth End Day End Year

Jour =] |26 =] |2nn? Jour =] f28 =] |2un?

By specifying a period option, you
can specify that your report run on

a specific day during the scheduled
date range

Recipients

Search for Users I Include Me

Mo Users Currently Selected

== Backto Account Allocation

7. Type a name (without any spaces or special characters) for the output file in the
Output Filename field.

8. Modify the report description in the Report Description field, if desired.
9. Select a frequency from the Report Frequency drop-down list.

10. Specify the period’s parameters, if needed (e.g., select a month from the Month
of Period drop-down list).
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Create Schedule Parameters
Create Schedule Parameters

I Client Relstionship: ACME Corparation Switch Relationships

Edit the infarmation helow, and click the Submit button.

Report Name: Account Allocation
Scheduler Email: Mane
Scheduler Notification Preferences: MNone

Qutput Filename: ®

IWeekIy Allocation

Report Description: ®
IAccount Allocation for Weaekly Meeting

Schedule m

Repart Freguency: Month of Perion S5 Oay of Period: For the previous:
|Weekly | | | |Mnnday | |1 Week =l
Scheduled Start Date: Scheduled End Date:

Start Month Start Day Start Year End Month End Day End Year

Jaul =] 26 7| |200? Jaul =] |26 =] |2nn?

Recipients

SearchforUgers [ Include Me

Mo Users Currently Selected

== Back to Account Allocation

11. Specify a date range for the scheduled report to run.
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Create Schedule Parameters
Create Schedule Parameters

I Client Relstionship: ACME Corporation Switch Relationships

Editthe information below, and click the Submit button.

Report Hame: Account Allocation
Scheduler Email: MNaohe
Scheduler Notification Preferences: None

Output Filenarme: ®
|Weekly Allocation

Report Description: ®
IAcc:Dunt Allocation for Weekly Meeting

Schedule

Report Frequency: hMonth of Period:  Day of Period: Farthe previous:
|Weekly j | j |Munday j |1 Wieek j
Scheduled Start Date: Scheduled End Date:

Start Manth  Start Day StartYear End Month End Day End Year

fau = fa =] |gum |Dec =] |31 7] |2mu

Recipients

Searchfor Users [ Include Me

Mo Users Currently Selected

== Backto Account Allocation

12. To add recipients:
a. Click the Search for Users link.
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Create Schedule Parameters
Search & Select Repor‘t Recipients

Uszerld:
Last Mame: / First Marne:

|DDe 7 |

Records1 -5 of 5

User Hame User ID

/ anndoes
Doe, Bill billdoesd 0]

Dae, Jane janedoe?s  Yes

- Doe, John johndoe1d  Yes
Doe, Pat patdoe30 Mo

Enter full ar partial use 2, or leawe hlank to view all users. Then click the "Search” button.

]
* Log Out

Select checkboxes display only for recipients
with Data Exchange download capability. Also
note the Data Exchange Yes/No settings.

Can Download From
Data Exhange Motification Preference

Emmail Address Data Exchange Email

anndoe@acme.com

billdoe@racme.com Mo
janedoe@@acme. com fes
johndoe@@acme. com Mo
patdoe@acme.com Mo

Records 1 -5 of 5

== Backto Create Schedule Parameters

b. Specify search criteria.
Click the Search button.

Select the check box for each recipient. The recipient must have Data
Exchange download capability.

e. Click the Select User(s) button.
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. 4
Account Allocation

Create Schedule Parameters

I Client Relationship: ACME Corparation Switch Relationships |

Editthe information below, and click the Submit buttan.

Report Name: Account Allocation
Scheduler Email: Mane
Scheduler Notification Preferences: Mone

Output Fileharme: *
IWeekIyAlIDcatiDn

Report Description: *
IAccount Allocation for Wweekly Meeting

Schedule

Report Fregquency. Month of Period:  Day of Period: Forthe previous:
|Weekl3r j | j |ru10ndav j |1 Week j
Scheduled Start Date: Scheduled End Data:

Start Month  Start Day Start Year End Month End Day End Year

jour = o = [2007 jDec x| |31 7] [2010

Recipients

Search for Users W Include Me

Remove User Mame Email Address Motification Preferences
I Daoe, Jane janedoei@acme.com Yes
r Doe, John johndoe@acme. com Yes
Remove Selected Users You can remove a
Q recipient at any time by
selecting the user and
clicking the Remove
mm Selected Users button.

== Back to Account Allocation

13. Select to include yourself on the distribution list, if desired, by selecting the
Include Me check box.

14. Click the Submit button. A confirmation message displays.
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Are You Sure?

Do youwant to change the following fields in the Weekly Allocation report:

Field Old Value HNew Value

EMAIL PREFEREMCE INACTIVE

START MOMTH 7

QOUTPUT FILEMAME Weekly Allacation
START YEAR 2007

START DAY ]

EMD DAY N

RUM INTERWVAL i

QUTPUT FORMAT POF

RECIPIENT ADDED  Doe, Jane: janedoeds
RECIFIENT ADDED Doe, John: johndoe10
EMD MOMTH 12

SCHEDULE DESCRIPTION Account Allocation for Weekly Meeting
SCHEDULER marysmithds

RUM DAYS 1

INGLUDE ME A

EMD YEAR 2010

DATA PREFEREMCE I

Yes, Save Report M No }

15. Review the report’s parameters.

16. Click the Yes, Save Report button. The system saves your scheduling

Army Resource Manager User Guide

parameters and delivers the report to the recipients’ Data Exchange mailboxes

on the scheduled day.

Scheduled Reports
Scheduled Report List

| B ACME Corporation Switch

@ Your report has been scheduled, and will be delivered on the scheduled day(s).

Enterthe Scheduler or Recipient's full or partial name, or leawe blank to views all users, or use the "Select”
feature. Then click the ‘Search’ button

Repart
[- Select Report - 4|
Scheduler Narme: Scheduler User ID:

Select Scheduler
Recipient Narme: RecipientUser ID:

Select Recipient
Date

Activity Date Range
StartMonth StartDay StartYear 1o End Maonth End Day End Year

(K Modified

Qutput Filename Description Report Name Scheduler Frequency Status Modified By

Enter Search Criteria and click the Search bution.

LastRun NextRun End Deleted

Create New Report

- Select Report - =] [ co }

Learn More: Forinformation on scheduled reports, refer to the Access

Online: Report Scheduler user guide and lesson.
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Create a Flex Data Report

You can easily create and save customized ad hoc reports in Access Online using
the flex data function. By setting up a report exactly as you need, organized they
way you want, with only the data you need, you can pinpoint the information you
need to manage your unigue program. You create a report in three major steps:

e One—Select the report’s primary template and/or additional data template.
e Two—Specify report parameters.

e Three—Preview, save and run the report.

U.S. Bank Access”Online

Request Status Queue
Active Work Que Reporting
System Admini on

Account ndministrati-on Program Management Travel Expense Management
General program management activities and monitar Detailed and summary travel expense infarmation.

campany policy compliance.

Tax and COmpIiance Management
Financial Management Estimate salesiuse tax, track spending for 109911057

Maonitar expenditures, track variances and manage account vendors, and perfarm other regulatory reporting.
allocations.
Administration

Supplier Management These reports allow administrators to support systemn
These reports manage supplier relationships, support functionality.

supplier negotiations, and manage spending by category.

Report Schedul X

WView and maintaigZiurrent scheduled reports.

Flex Data Reporting
Create and maintain adhoc reparts.

Custom Reports

Create and configure custormn repors.

Home
Contact Us

To create a flex data report:
1. Select the Reporting high-level task.

2. Click the Flex Data Reporting sub-task or link on the screen.
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. A A
Flex Data Reporting * Lag Out
Please select st from the list below.

| client Relztionship: ACMENGerporation

Sweitch Relationships

My Saved Reports r Creste & Mew Report |

List of My Saved Reports
Select a saved template to modify and run a report.

Delete Narme

Template Last Modified

Quarterly Transaction Report } .
r Guarterly Transaction Detail Report for Management Review Meeting UESEEIER BRI 1L

Select check box(es) and click the DELETE hutton to permanently delete saved reports.

== Backto Reporing

3. Select the Create a New Report tab.

i
Flex Data Reporting

Please select areport from the list below.

I Client Relstionship: ACME Corporation

My Saved Reports | Create s Meww Report

Create a New Report
Selecta 'base report' data template and up to one additional data template {optional) from the list helow to Create a new report.

Switch Relationships |

a PRIMARY REPORT DATA ADDITIONAL DATA
& Transaction [T Amocation
Create a report hased on transaction infarmation. Include additional transaction allocation information.

 Order

Merchamt Supplemental
Create a report hased on order infarmation.

Include additional supplemental merchant infarmation.

[ order
Include additional arder information.,

[ Transaction
Include additional transaction infarmation,

Click CREATE hutton to hegin building a new repor.

== Backto Reparting

4. Select a report template radio button from the Primary Report Data column.

5. If desired, select one additional data template from the Additional Data column.

6. Click the Create button.
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—
Flex Data Reporting

Transaction w/ Merchant, Merchant w) . .
/ Click the Save button at any time| to
save your work so far.

Report Name:
|TranSac:tiun—MerchantMerch antw/E Sl 13Nov2007

Report Description:

|Transac1ion wif bMerchant, Merchantw/ES|
ge?ﬂrtt Toutr_nut: outoutp o Page Pl ) If you have already saved the report,
N —EL T AIETsIer age Flatement then you can click the Revert to L.ast

| Excel = IENU "l Optional for PDF anly.

Saved button to discard your changes
since your last save.

"Savo Y Reverio Last Saved R Proviow Layout 3 ‘Run Ropor |

Select Report Deta | Fiter for Cortert | Sot By Criteria | Set Report Layout | Because you must define which [data

» Selectthe check box{es) next to the desired column names for the repart. Column t to include in so_me ba_S|C Way! y - U
new title in the RENAME field. must select a single filtering optipn
» Selectthe TOTAL check hoxles) to indicate that vou want totals calculated far that ¢ radio button
s Selectthe desired FILTER check box{es) to determine report content, then continue .
criteria. Only one hierarchy filter can be selected. Itis required thatyou select at lea
o WRAP DATA Entara desired column width {in) to format data wrapping in the autput repart; 1eave field blank to allow defa
column width.

Q e n N Rename Report Columns Wrap Data Total Filter

\ Hierarchy

N

¥ Account Number e

- Processing Hierarchy i
™ Reporting Hierarchy =
[ - 1 Account

=l

Account Name

Lost Stalen

Managing Account Mame

Managing Account Number

L Replacement Account Nu [ P S

7. Type a new report name and/or description if desired.

Optianal 1

|
|
|
Wanaging Account Mame Line 2 I I
|
|
|

Project Mumber

OoOo0onoonon

8. Select an output type and/or parameter page placement (PDF output only).
9. Click the checkbox for each column to include in your report.
10. To use the Select Report Columns feature:

a. Select the Check All check box to include all the listed data elements in your
report.

—And/Or—

b. Select the Show Only Selected check box to display only your selected data
elements on the screen as you work.

©2010 U.S. Bancorp 96



Army Resource Manager User Guide

N N oo Ve VN
p = e ™

Posting Date I

Posting Type I r

Purchase D

Some data elements and filtering
options are already selected for you as
part of the template.

Purchase Method

Reference Mumber

Sales Tax

Source Currency

Q

Source Currency Amount

U I R [ (R B

Trangaction Amount

Transaction Comment 1

Transaction Comment 2

Transaction Comment 3

Transaction Comment 4

Transaction Comment 5

CU I R R I

Transaction Date

Transaction Reviewesd Status

o a

Transaction Type

== Backto Flex Data Repotting

11. Type a new column label, if desired.
12. Type the number of column inches to wrap the field in the Wrap Data field.

13. Select a quantitative data element’s Total check box to total that element’s
column.

14. Select an element’s Filter radio button or check box to filter by that data
element.
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Flex Data Reporting

Transaction w/ Merchant, Merchant w/ESI

Report Name:
ITransamiDn-MerchantMercham wiES| Novemnber 2007

Report Description:
ITransadinn and ESI Merchant Data

Report Output:
Output Type Output Parameter Page Placement:
IPDF j [End ﬂ Optional far POF anly

Select Report Data | Fiter for Sontent | Sort By Criteria | Set Report Layout |

Select the check bhox(es) next to the desired column names for the report. Colurnn tittes can be abbreviated or renamed; type the
nesy itle in the REMAME field.

Selectthe TOTAL check box(es) to indicate that you want totals calculated for that column on the report.

Selectthe desired FILTER check hox{es) to determine report content, then continue to FILTER FOR COMTENT tab to define
criteria. Only one hierarchy filter can be selected. Itis required that you select at least one Date Filter,

WRAP DATA: Enter a desired column width (in) to format data wrapping in the output report; leave field blank to allow default
colurnnwidth

Select Report Coll

Rename Report Columns Wrap Data  Total Filter
Hierarchy
¥ Account Mumber Cardholder or Managing Account Number i
¥ Processing Hierarchy =
[~ Reporting Hierarchy (ol
[ - 1 Account
¥ account Name IAccuunt Owner's Name

7 LostStalen

Managing Account Name

Managing Account Mame Line 2

Managing Account Mumber

Optional 1

Project Mumber

Replacement Account Number

jm e e e e R |

Short Mame

R e (e N o TN

15. Select the Filter for Content tab.
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Flex Data Reporting “

Transaction and ES| Merchant

Report HName:
ITranSadion-MerchantMerchant wifE S| Nowvember 2007
Report Description:

|Transacti0n and ESI herchant Data

The screen updates with
your new report description.

Report Output:
Cutput Type: Cutput Parameter Page Placement:

IPDF :I' IEI’“:| 'l Optional for POF only.

- Savo S Rovortto Last Savod
Select Report Data | Fiter for Content r Sort By Criteria r Set Report Latyout |

Filtering allows you to set limits for the content ofthe report. Below are the data fields you elected to filter on. Ta limit the results from the
default of"all", select, search & select, orfill in the criteria box(es) to define the report output.

Selected Filters Filter Criteria _

Bank: Agent: Company:  Division: Department:

Processing Hierarchy I I I I I
Search for Position or Add Multiple

Transaction Amount ID_D to ID.D

Transaction Date |11,fu1,f200? E |11,f13f2IJD? =g

== Backto Flex Data Reporing

16. Type processing hierarchy positions to filter by typing exact values or clicking
the Search for Position or Add Multiple to search and select positions.
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Flex Data Reporting “

Transaction and ESI Merchant Data

Report Name:
ITransadion—MerchantMerchant wiE S| November 2007

Report Description:
ITransadiDn and ESI Merchant Data

Report Output: Click the Edit link to

Qutput Type; Qutput Parameter Page Placement;
IF'DF -] IEnd =] optional for POF any. change your selected

hierarchy positions.
[ savo ) L Previp _~ jout

Select Report Data | Filter for Content r Sort By (.{r'rteria r Set Report Layout |

Filtering allows you to set limits for the content of the report. Below are the data fields vy dtilter on. To limitthe results from the
default of"all", select, search & select, ar fill in the criteria hox{es) to define the repg

Selected Filters Filter Criteria
Processing Hierarchy Position{s): Edit

Agent Compamy Division Department
1423 0716 10010
1423 0716 10328
Frocessing Hierarchy 1423 0716 10716
1423 1348 10267
3046 1366 10901
30 1367 10900
N 1271 10148

Transaction Amount ID_D tn ID.D

Transaction Date |11,fu1,f200? E 1w |11,f13,f200? =~

== Backto Flex Data Reporting

17. To filter by transaction amount, specify a dollar values.
18. To filter by date range, specify beginning and end dates.
19. Select the Sort By Criteria tab.

Ti,O /" For sample purposes, we have included only a few of the possible filtering

options in our sample report. For information on additional filtering options, refer to
the Access Online: Creating Flex Data Reports user guide and lesson.
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Flex Data Reporting m

Transaction and ESI Merchant Data

Report Name:
|Transal:tiun—MerchantMerchant\-w’ESI Mowvember 2007

Report Description:
ITransadion and ESI terchant Data

Report Qutput:
Output Type: Qutput Parameter Page Flacement:

IPDF jv IEnd YIO;:ltiunaIforF‘DF anly.

" Save YW Reveriio Lasi Saved 3 Proview Layout R vt Repori

Select Report Data | Fiter for Content | Sort By Criteria | Set Report Layaut |

Sorting allows yvou to arrange the data records in a logical arder that suits your purpose. In the drop-down SORT boxes helow are the
header labels you defined for this report. Select from the availahle options to determine how the report will be sorted. Then choose
whether the records are to display in Ascending or Descending order. Check the BreakiSubtotal box to indicate that the report should
hreak for the subtotals on the Sort option selected.

hen you electto BreakiSubtotal ¢ sort field, the output report will also hreakfsubtatal on all sort and hierarchy levels as well.

Q sort1 /] Sort 2 Sort 3 Sort4
| mone 7 =] [none =] [mone = rone
\f‘ Ascending Order & ascending Order & ascending Order & ascending Order
" Descending Order ' Descending Order ' Descending Order ' Descending Order
I N\

' Break/Subtatal Level ' BreakiSuhtotal Level ' BreakiSuhtatal Level ' BreakiSuhtatal Level

|

Select the No Break/Subtotal
radio button if you do not want
<= Back to Flex Data Reporting any breaks or subtotals.

% No BreakiSubtota

20. Select a field to sort by in the Sort 1 drop-down list.
21. Select the Ascending or Descending radio button.

22. Select the Break/Subtotal Level radio button to have your report include a page
break and a subtotal after the each change in the selected sort field.

23. Repeat Steps 20-22 to set additional sorts.
24. Select the Set Report Layout tab.
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Flex Data Reporting m

Transaction and ESI Merchant Data

Report Name:
|Transactinn-MerchantMer:hantW/‘ESI MNovember 2007

Report Description:
ITranSaEtitm and ES| Merchant Data

Report Qutput:
Output Twpe: Output Parameter Page Placement:
FDF = End ~ | Optional far POF only.

[=5av0 Y Rovort o Last soved S Proview Layout R 72 Repori )

Select Report Data r Fitter for Content r Sort By Criteria r Set Report Layout ‘

Click on a report column header label, then use the buttons on the right to change the placement of that column within the report.

Report Column Labels

Account Owner's Name

Cardholder or Managing Account N Top
ESIMerchant Address
ESI Merchant City
ESI Merchant DBA Mame up
ESIMerchant 1D

Down

NG| Merchant Legal Name
ENMerchant Mame
ESINerchant Phone Bottarm

ESIMerchant Postal Code
ESI Merchant State

Order Matching Status
Processing Hierarchy
Transaction Amount
Transaction Date
Transaction Merchant Name

== Backto Flex Data Reporting

25. Review the order of the columns. The fields listed from top to bottom display
from left to right in your report, with the bottom-most column displayed on the
far right.

26. To move a column’s display, select the column and click the Top, Up, Down, or
Bottom link.

27. From this screen, you can save, preview or run the report by clicking the
appropriate button.

Flex Data Reporting “

Please select a report from the list below.

You are the only user who
can access, run, or modify
the saved report.

I Client Relationship: ACME Corporation

My Saved Reports r Create & Mew Report

List of My Saved Reports
Select a saved template to modify and run a repaort.

Delete Mame Template Last Modified
Guarterly Transaction Report ) 041142007

r Gluarterly Transaction Detail Report for Management Review heeting TERSEETER 10:54

r Transaction-terchantMerchant wiES| Movember 2007 Transaction wf Merchant w/ESIwi 1171372007
Transaction and ES| Merchant Data Merchant 16:10

Select check box{es) and click the DELETE button to permanently delete saved reports.

== Backto Repoarting

You are the only user who can access, run, or modify the saved report. From this
screen, you can modify the report as and run the report.
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Access and Run a Shared Custom
Report

In addition to the standard reports that we have created for all our clients to access
and run, you may have shared custom reports available to you. We created these
shared custom reports with the Department of Defense (DOD) Purchase Card
Program Management office.

U.S. Bank Access”Online

Request Status Queue

Active Work Que Reporting

System Administration

Program Management Travel Expense Management
General program management activities and monitar Detailed and summary travel expense infarmation.

campany policy compliance.

Tax and Compliance Management
Financial Management Estimate salesiuse tax, track spending for 10991057
Maonitar expenditures, track variances and manage account vendors, and perfarm other regulatory reporting.
allocations.

Administration

Supplier Management These reports allow administrators to support system
These reparts manage supplier relationships, support functionality.

supplier negotiations, and manage spending by category.

Report Scheduler

Wiew and maintaig w1t scheduled reports.

Flex Data Re)SS¥g
Create and mymtain adhoc reparts.

Custom Reports
Create and configure custom reparts.

Home
Contact Us

To run a shared report:
1. Select the Reporting high-level task.

2. Click the Custom Reports link. The custom and shared reporting function
opens in a new window.

The Reporting Objects and My
Reports folders display only if you
have the entitlement to create

shared reports, not just run them.

Custom Reports

Custom Reports

B & Domains
B & Custom Reports

23 Reporting Objects

3 MyRepors
E [ Shared Reports
(I3 =UsBank Shared Reparts™

3. Open the USBank Shared Reports folder. The two subfolders that house all
the shared reports display the Account Information subfolder and the
Transaction Activity subfolder.
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Custom Reports

Custom Reports
B & Domains 1=
B & Custom Reports
[ Repotting Objects

[ My Reports
E [ Shared Reports
B [ *USBank Shared BAports™

The folder structure and list of
shared reports are unique to your
organization. Not all organizations
require all available reports.

Bl [ Account Infordiation
f_b Accounts With High Credit Limits
4 Accourts With Underutilized Credit Limits
é_}Active Accounts with Multiple Lost'Stolen Cards within a Year
S § MCCMAT Codes Assigned to Cardholder Accounts
g'_} MCCMAT Codes Assigned to Managing Accounts

(L3 Transaction Activity

Navigate through the list of reports until you find the report you want to run.

Click the report name link or report icon for the report you want to run (e.g.,
Accounts with High Credit Limits). A new window opens with the report
parameters.
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.-‘-.._
10|

| &

File Edit Yiew Favorites Tools  Help

Custo

Address I@I] https:,l’,l’uatl.access.usbank.com,l’ibi_apps,l’C0ntrolIer?WORP_REQUEST_TVPE=WORP_LAUNCH_CGI&IBIMR_action=MR_RUN_j GO |@ -

Custom Reporis

B3 =W
B4
kA

= & Dorg
SRR F
RepcNd Enter Cycle Start Enter Cycle End Date Hierarchy P_osition ce
5] S Qﬁte 2009707719 — Bank (Required) Position Agent
3 My Rer | [Nos/01/19 [z05a |
B [Z3 Sharet

-

Parameters

Processing Hierarchy Processing Hierarchy

Position Company

Reporting Hierarchy,
Position Level 3
I 7

Processing Hierarchy
Position Division

Processing Hierarchy
Position Departrent

Reporting Hierarchy
Position Level 1

Reporting Hierarchy
Position Level 2

Reporting Hierarchy Reporting Hierarchy Reporting Hierarchy Reporting Hierarchy Monthly Spend Limit

|

Each report has unique parameters, which are normally
on the lower portion of the parameter screen.

i—:*A Position Level 4 Position Level 5 Position Level & Position Level 7 Greater Than
kA I I I I (Required)
e @ T —
/

BT /
3.; Run| Reset | Clear Output | 7 Run in a new windaw
hF
BhF |@'] Done / i .
#_4 High Cardholder Spending by Merchant / TO filter the report by
[ =] La_rge Daollar Transactions

hierarchy, you need to type
only the value for the lowest
position (not all positions

10.

11.

L

ea

above as well).

Type a start date (e.g., a cycle start date, a post date start date) in
YYYY/MM/DD format (type 2009/01/19 for a cycle start date of January 19,
2009) in the start date field (if needed).

Type an end date in YYYY/MM/DD format in the end date field (if needed).
Type a bank number in the Hierarchy Position Bank (Required) field.

To filter the report by a specific processing or reporting level position, type the
value in the field for the lowest level you want to report by (e.g., type 45678 in
the Reporting Hierarchy Position Level 4 field to report by level 4, value 45678
and above).

Specify additional optional or required report parameters in the format indicated.
For example, type a monthly spend limit of 50000 to filter the report to include
only accounts with a specific monthly spend limit of $50,000 or more.

Select the Run in a new window check box to have the report display in a new
window.

earn More. Each report has unique parameters. For detailed steps on
ch report's parameters, refer to the user guide. Access Online: Run a Shared

Custom Report user guide.
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=lalx|

File Edit Wiew Favorites Toaols Help | 4’
Address |:&] hteps:fuat1.access.usbank.com)ibi_apps{Contraller?WORP_REQUEST_TYPE=WORP_LAUNCH_CGISBIMR _action=mR_RUN_™ | [ &0 |@ =

Parameters

Enter Cycle Start Enter Cycle End Date Hierarchy Position Processing Hierarchy Pracessing Hierarchy

Date 2009/07/19 Bank {(Required) Position Agent Position Company
[zo0s/01/19 |30s8 | 1234 |

Processing Hierarchy
Paosition Division

"

Reporting Hierarchy
Position Level 4

|456?8|

7
IE Reset
|@ Done l_ l_ l_ l_ g |° Trusted sites

a WebFOCUS Auto Prompting Facility - Microsoft Internet Explorer provided by US Bank, ¥3.7

-

ierarchy Reporting Hierarchy Reporting Hierarchy
Position Level 2 Fosition Level 3

Click the Clear
Output to clear the
report output.

Click the Reset
button to return to
the default settings.

nthly Spend Limit

Ellzar Buipi ¥ Runin a new window

AL

12. Click the Run button. A File Download dialog box displays on which you can
select to open the report immediately or save the report to your computer and

then open later.

File Download ﬂl
. Click the|Cancel button to
Do pou want to open or save this file? cancel running the report.

@ Mame: *"WFServlet xlz
Hl

Twpe: Microzoft | wiorksheet
From:  uatl. access. uzNnk. com

Open Save

W always ask before opening this twpe of file

harm your computer. IF you do not bzt the source, do not open or

@ YWhile files from the [nternet can be uzeful, zome files can patentially
zave thiz file. WWhat's the nzk?

13. Select to open or save the report to your computer.

106
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A B c [ D E =
| 1 Al Corvenience Check Transactions Report Created: 20030818 |
| 2 |Bank: 3058 Agent: Company: Division: Department:
| 3 Reporiing Hierarchy: Level 1: Level 2 Level 3. Level 4: Level 5 Level B: Level 7
| 4 Start: 2009/01/01 End: 200808/15
| 5 Report Mame Report Date | Ma Bank Ma Agent| Ma Corpany Ma Division Ma Departrment Reporting Level 1 |Reporting Level 2 Reporting Level 2
| 6 All Corvenience Check Transactions  8/158/2009 3056 GE52 12345 T 2222 333
| 7 | 8/18/2009 3058 GE92 12345 1111 22072 3333
| 8 | 8182009 3058 6632 12345 11111 22222 33330
| 9 | 8182009 3058 6632 12345 11111 22222 33330
|10 8/16/2009 3056 G052 12345 11111 22222 3333
|11 8/18/2009 3058 GE92 12345 1111 22272 3333
| 12 | 8/18/2009 3058 GE92 12345 1111 22072 3333
| 13| 8182009 3058 6632 12345 11111 22222 33330
| 14| 1572009 3058 6652 12345 11111 22222 3333
| 158 8/16/2009 3056 G052 12345 11111 22222 3333
| 16| 8/18/2009 3058 GE92 12345 1111 22272 3333
| 17 | 8/18/2009 3058 7890 223456 1111 22072 3333
| 18 | 8182009 3058 7830 223456 11111 22222 33330
| 19 G/18/2009 3058 7820 223456 11111 22222 3333
| 20 | 8/16/2009 3056 7850 223456 11111 22222 3333
| 21| 8/18/2009 3058 7890 223456 1111 22072 3333
| 22 | 8/18/2009 3058 7890 223456 1111 22072 3333
| 23 | 8182009 3058 7830 223456 11111 22222 33330
| 24 | 8/18/2009 3058 7820 223456 11111 22722 3333
| 26 | 8/16/2009 3056 7850 223456 11111 22222 3333
| 26 | 8/18/2009 3058 7890 223456 1111 22072 3333
| 27 | 8182009 3058 7890 223456 111 22222 33330
| 28 | 8182009 3058 7830 223456 11111 22222 33330
| 29 | 8/16/2009 3056 7850 223456 11111 22222 3333
| 30| 8/16/2009 3056 7850 223456 11111 22222 3333
| 31| 8/18/2009 3058 7890 223456 1111 22072 3333
| 32| 8182009 3058 7890 223456 11111 22222 33330
| 33| 8182009 3058 7830 223456 11111 22222 33330

Fl 18000 i (="l PPEY T 11111 27777 EEEFy
4 v v[\Sheetl / 141 3

Learn More. Forinformation, refer to the Access Online: Run a Shared
Custom Report user guide and the Access Online: Shared Custom Report Samples

user guide.
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Download a File Using Data
Exchange

You can use the Data Exchange function to exchange files with U.S. Bank. As a
Resource Manager, you can download files from U.S. Bank. The Data Exchange
function accommodates files of any type, including text files, spreadsheets,
compressed files, PDF files, and graphics files.

_ |0l x| |EO4 CP Organization

3 Data Exchange - Microsoft Internet Explorer provided by

¥
\_/:- Back - J - d \ELI .;‘J /.- ! search ‘:\\? Favarites 6’-‘: @ T '1' ' e

Request Status Que —
@bank #* Close Window

Active Work Queu P S Service Gearsed (§8)
System Administy/do

weicon| Data Exchange

Download File

fou are
Online i

Account Information ?35:“’ c i Help
Data Exchange Implem
Reporting ACCESS File Name $S/e[B] Date

My Personal Information access | CJACME Thu Moy 201330056 CST 2003

When o

Help

e Download: right-click on the file name and select"Save Target As.." OR "Save Link As..".
Open: click on the file name.

Delete: click "Delete File".

Sort: click on apprapriate column header to sort by file name, size, or date.

Home
Contact Us

e Your session will time out after 30 minutes of inactivity.
e Closing this window during an upload will end the transmission

Backto Top =
[&] bore ’_ ’_ ’_ ’_ E @ Trusted sites v

To use the Data Exchange function:

1. Select the Data Exchange high-level task. The Data Exchange function opens
in a new window.

2. To download a file:
a. Navigate to the file you want to download and right-click the file name.
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a Data Exchange - Microsoft Internet Explorer provided by US Ba - IEllil

»
eﬁack - -\_:) - Iﬂ \g _h | /.__j Search Hj"\‘( Favarites {:‘3 @ T ""

-

Ebank. * Close Window o

i Sear Svice Gearaiend (3.)

Data Exchange
Download File

i
= Help
E=ACKME
You may close the Data Exchange
File Name Size[B] Date Delete window during the download, but you
(] ACMESET AR &4 AREAZAe T Thurs M.P:DD caT2003 DeleteFile | MUSE keep the File Download dialog
Open box open during the download.
Open in Mew 'Window |
Help .
Prink T k
« Downloac Hine Ve t"Save Target As. " OR "Sawe Link As..".
e Open:clic o
» Deletercl .
« Sort: click Gy St by file name, size, or date.
® YOUrses: st a clivity.
s Clogingtt  add o Favorites. .. e transmission.
Backto Top Convert link karget to Adobe PDF
Convert link target to existing PDF LI
|€| Properties l_l_l_Elﬁ Trusted sites Y

b. Right-click the file name and select Save Target As....

S

Saving:
ACMESBF20 k=t from demo. access. uzbank. com

[ /
Eztimated time left:

Diownload ko

Trangfer rate:

[ Cloge this dislog box when download completes

[Hpen [pen Folder | Cancel I

c. Wait for the download to complete.
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3} Data Exchange - Microsoft Internet Explorer provided by US - 10| x| !
»
@ Back - O - @ @ \I_:j | p Search * Favorites @I | @ !'?

@ba“ k. #* Close Window

s Sear Sarvice Gisaranend (3 2
T e—

Data Exchange
Download File

B/

B ACNE Help

i
2]

File Name Size [B] Date
OACMESBF20.bd 30535

Save in: IE} STC 2008 Conference Materials j \J _? = HE-

Help

« Download: right-click on
» Open: click on the file ns
« Delete: click"Delete File
o Sort: click on appropriat

Your session will time o
Zlosing this window dur

Backto Top

Data Exchange, R4 .0_Build1 3.0

File: narne: t"-.IZiI--iEEi BF20.tx j Save I
j Cancel |
F

Save az type: ITe:-:t Drocument

d. Select a location and new name (if desired) for the file and then click the
Save button.
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Additional Roles and Tasks

You can review the task that the other roles in your organization perform, including
A/OPCs, Billing Officials, and Cardholders.

e For A/OPC tasks, including their portion of managing and cardholder account
setup and maintenance and accounting validation control creation, refer to the
Access Online: A/OPC user guide.

e For Billing Official tasks, including managing account certification and statement
approval, refer to the Access Online: Billing Official user guide.

e For Cardholder tasks, including order creation, transaction management, and
order and transaction matching, refer to the Access Online: Cardholder user
guide. You can log in to the web-based training as a cardholder and review
cardholder lessons and training material.
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Additional Resources

You can easily access topic-specific lessons on the WBT.

ount Setup and

ct a lesson .

1line

Welcome to Access® Onlips
Based Training!

Click the Simulations link for
guided and hands-on e e e e e
simulations, plus recorded
training classes.

to the lessons you selected on the
previous screen.

To begin a lesson right away, click the
lessan number.

2006 C1O Magazine's Enterprise
Value Award Winner

14th Annual

CIO Enterprise
U.5. Bank's Access Online system Value Award

wnaser

To access the topic-specific user guides (with information on each field and each
step in the task), click the User Guide link and then navigate to the guide you want
to read.
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Access Online User Gmdes
Click a link below to download a

Other Documents

Document 11 : Government Merchant © :Itl:'l.ll_lr'.' Code Groups

You also have additional documents available to you, including a glossary
specifically for our government clients.

Access Online User Gmdes
Click a link below to download a

Quick References

You also have access to quick references, which provide a fast reminder of how to
complete a specific task.
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Access Online Simulations

Click a link below to a a hands-an simulation.

Simulations

Simulation 1 : ¢

Cirelaticn 44

Be sure to click the Simulations link on the WBT to access and use the guided and
hands-on simulations. These interactive simulations let you get a chance to actually
practice completing key tasks

Access Online Simulations

Click a link below to access a hands-an simulation.

Recorded Classes

LT e

ifirin and Pay
1firm

You can also scroll down the simulations list to access and review recorded training
classes geared toward our government clients.
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©2010 U.S. Bancorp. All rights reserved. U.S. Bank Government Services is a
division of U.S. Bank National Association ND. All other trademarks are the
property of their respective owners. This publication is neither paid for, sponsored
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States Government. The information provided is for general use only. Contact the
GSA Contracting Office with any questions related to proper use of the master
contract. Printed in the USA.

You may not reproduce this document, in whole or in part, without written
permission from U.S. Bank.
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