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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



https://access.usbank.com/
https://access.usbank.com/
https://access.usbank.com/
https://wbt.access.usbank.com/
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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.
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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.

Login/Logoff

nment | Ahout .S, Bancorp

U.S. Bank Access® Online

Welcome to Access Online!
Contact Us

Login Please enter the information below and login to hpss

zganization Short Mame:

[

\J)ser D ﬁ
%stord:

Foroot your password?

You must fill
in all three
fields.

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.
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My Personal Information

Home

Contact Us

Message from U.S. Bank

Welcome!

You are viewing Access Online, the latest innovation in our complete set of commercial card tools. Access
Online is a web-enahled program management and reporting toal offering a feature-rich platform that can be o=
easily configured and deployed to meetthe unigue needs of our clients. Qur clients have the ability to
implement the features and functionality that hest suppart andfor enhance their husiness processes.

Access Online hamesses the power ofthe Internet within a secured environment bringing our clients online
access to their payment solutions anytime, ampwheare.

When our clients are ready, sois Access Online.

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

Ebank. ARMY

P SarSarvice Garamiood (1)

U.S. Bank Access® Online ,

Order Management

action Management Message from U.S. Bank

Welcome!

Click to go directly to Sm c "l":: i
your transactions.

ou are viewing Access Online, the latest innovation in o
Online iz aweb-enabled program management and rep
easily configured and deploved to meetthe unigue needs OO0 B B R
implement the features and functionality that best support andfor enhance their busmess processes.

Online harnesses the power ofthe Internet within a secured environment bringing ients anline
Home &uavment salutions amtime, anywhere.
Contact Us < ic iccocc Mnling

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-
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

e Account Activity box—Provides one-click access to transaction information for
the your account

T7p! Never use your browser’s Back button.

Learn More. Referto the Access Online: Government Glossary for
definitions of terms in Access Online.
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U_ S Bank I|nkS Personal | Busi | Institution /¢ nment | Abo
(Ebank.
Five S Service Gearamieed (8]

U.S. Bank Access” Online

ARMY

a Client name.

Logout button

Order Management

My Personal Information
Change Password & Authentication

I Uszer 10: chipurchase

A Required field has been left blank. Please complete.

Organization Short Name: ARMY
Functional Entitlement Group: CH DODwSBTAP

Error messages

*= required
Change Password

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

ent Password: *

Left-Column
Navigation Bar
with menu
expanded.

ew Password:

er New Password: ™

Authentication
Flease select an authentication question and enter a response that will be easyto rememher. This
information will be used in the event that you forget your passward.

Authentication Question:
IPet's Mame 'I

Authentication Responge:

== Back to 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

o 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



U.S. Bank Access® Online ’ option at left.

Order Management

Contact Us
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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.

| Institution § Government | About U.S. Bancorp

You can click a link on the
screen or click a menu

bank

v S e e (58]

My Pers ) Informatio

[user ID/Jrch ase

Password
Change your systerm password and create or modify an authentication response that will
he uzed when resetting a passwoard.

Contact Information
Update your user 1D contact information (hame, address, phone no., ete.).

< Email Motification

Account Access
View access rights and user specific infarmation, such as accounts and hierarchy level
acCess.

< Add Accounts

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.
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My Personal Information
Change Password & Authentication

I Uszer I0: chipurchase

Organization Short Name: ARMY
Functional Entitlement Group: CH DODwSHTAP

* = required
Change Password

Please enter a password hetweear,
easy for you to remember hut nof

@ alphanumeric characters. Use a camhbination of letters and numhbers
rs to guess.

Current Passwaord: *
Enter Mew Password: ™

Re-enter New Password:

Authentication
Please select an authentication question and enter a response thatwill be easy to remember. This
information will be used in the evzElSt vou forget your passwoard.

Authentication Question:
Fet's Name

Authentication Responge: *
Iteacups

== Backto Personal Infarmation

b. Specify new password information, if desired.
c. Specify new authentication information, if desired.
d. Click the Save button.

My Personal Information

I User 10: chipurchase

Password
Change your systerm 3
he used when resetiy

ord and create or modify an authentication response that will
fi e password.

Contact Information
LIpdate wour user ID contact infarmation (hame, address, phone no., etc.).

o Email Matification

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

o Add Accounts

Manage Accounting Code Favorites
Add favorites, enahle favorites to be selected when reallocating and managing
allacations, and delete existing favarites.

3. To update your contact information:

a. Click the Contact Information link.

10
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My Personal Information
Change Your Contact Information

I Uszer |D: ch1purchase

Organization Short Name:.  ARMY
Functional Entitlement Group: CH DODwSBTAP

Enter the fallowing information to change your existing contact infarmation. Please naote, changing this
information does not change your statement contact information. To change your staterment address, please
contactyour program administrator.

*= reguired
First Marme™ Last Marne:™ Ml
|Dami1a Maraldo
Address 1:* Address 2
City: ™ StatedProvince: ™ ZipiPostal Code: ™
| |22 =] | ©
Country: * . .
L — Required fields have
red asterisks.
Phone Mumber™ Fax Mumber:

Email Address: ™

Other:

== Hackto Persanal Infarmation

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

11
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My Personal Information

I Uszer 10: chipurchase

Password
Change your system passward and create or modify an authentication response that will
be used when resetting a pag \

Contact Information

Update your user ID contg/t information (name, address, phone no., ete.).

o Email Notification

Account Access
Wiew access rights and user specific information, such as accounts and hierarchy lewel
access.

< Add Accounts

Manage Accounting Code Favorites
Add favorites, enable favorites to he selected when reallocating and managing
allacations, and delete existing favorites.

4. To update your e-mail notification:
a. Click the Email Notification link.

My Personal Information
Email Notification

I Uszer 10: chipurchase |

To receive an email notificemy select the specific process and corresponding scenario's, iming or accounts
*= reguired

Email Address: ™

You must select Enabled in the Status
column to ensure that you get an e-mail
message when the account’s statement
is available in Access Online.

Email Notification

[ Action Pending Travel Expense Report
& Daily

© wWeekly: I 'l

[T Send natification only when there is an action pending a fravel expensgie

Statement Notification

Select accounts bhelow to receive email noti ent is available in Access Online.

Accounts associated dirg

Status setolnt Number Account Name Account T
Enahled | 4716300005905681 DAMITA MARALDO  Cardholdd

Accounts viewed through assigned hierarchies: Add Managing A/Zounts

Add Cardhalder Account

Remove Accoul er  Account Name Account Type

== Backto Personal Infarmation

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

Add additional accounts, if needed.
d. Click Save.

12
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My Personal Information

I U=er I0: chipurchase

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

Contact Information
Update vour user 1D cogginformation (name, address, phane no., ete).

o Email Motificaticg

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

o Add Accounts

Manage Accounting Code Favorites

Add favorites, enable favorites to he selected when reallocating and managing
allocations, and delete existing favorites.

5. To change account access:
a. Click the Account Access link.

My Personal Information
View Account Access

I User 10: chipurchase

Organization Short Name: AR
Functional Entitlement Group: CH DODwSBTAFP

Q These are the accounts and hierarchy entitlements to which you have access.

\ﬂxdd Accounts

Product Description _Account Number Designated User User ID
CP Organization T16300005905691 v chlpurchase

== Hack to Personal Infarmation

b. Note the organization short name and functional entitlement group.

c. Click the Add Accounts link here or on the My Personal Information screen

to add accounts.

d. Click the Back to Personal Information link when you are done viewing

and/or adding accounts.
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My Personal Information

I User 10: chipurchase

Password
Change your systemn password and create or modify an authentication response that will
he usedwhen resetting a password.

Contact Information
pdate your user ID contact information (hame, address, phone no., etc).

< Email Motification

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

< Add Accounts

Click here to go directly to the
screen for adding accounts.

Manage Accounting Code Favorites
Add favorites, enahble favorites to be selected when reallocating and managing
allocations, and delete existing favorites.

14
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View Your Account Profile

You can easily view your account profile. The account profile reflects the
information your A/OPC and/or Resource Manager specified during your account’s
setup. You can view the profile of any account you have access to.

U.S. Bank Access” Online

Order Managemer

Transaction Mar p Account Information

Travel Expense,
M

Statement
nt Profile Wiew account staternents).
Reporting = Cardholder Account Staternent

My Personal Information
Account Profile

Wiews account demographics Amits, accounting code, and ather related information.

= Cardholder 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.

15
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Cardholder Account Profile
Account Summary

I Card Account Mumber: " ==m====20509, DAMITA MARALDD Switch Accounts
Select an iterm helow to view i ntents.

Demodraphic [nformation, Authorization Limits

Yiew account name, address, and contact Yiewy autharization limit information such as Credit
information. Limit, Single Purchase Limit, and Available Credit.
Account Inforrmation Financial History

Yieny other account information such as Account view the account 12-month history, T-year history

Status, Hierarchy Position, Cycle Day, and Open Date.  gnapsis and 7-year history.

Default Accounting Code
Yiewy the default accounting code assigned to the
account.

Account History

Request Type Update Method Last Updated
Setup Manual 05052006 21:07:13
Maintenance  Manual 050572006 21:07:13

3. Click alink (e.g., Demographic Information, Account Information) to view
the information on that parameter of the account.

16
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Cardholder Account Profile
Demographic Information

I Card Account Mumber; === == ===m20504, DAMITA MARALDO Swyitch Accounts
Name

Name: DAMITA MARALDO

Date of Birth:

Identification Number:

Tax Exempt Number:

Optional 1:

Third Line Embossing:

Address

Address 1: EP-fim-L25C TRAINIMNG
Address 2: 200 SCOUTH B6TH STREET
City: PIMMEAP QLIS MM 554021403

StateProvince: MR
Zip/Postal Code: 55402-1403
Country: LInited States
Contact Information

Work Phone: B12-973-15149

Home Phone:
Alternate Phone: 000000000000000000
Fax: 999-9993-994949

Email Address: dmaraldo@army. mil

Demographics Comments:

== Hackto Cardholder Account Summany

The Demographics screen displays all the available demographic information about
your account, including any comments your A/OPC or Resource Manager typed
when they set up your account.

4. Click the Back to Cardholder Account Summary link to return to the summary
screen and click another link.

17
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Cardholder Account Profile
Account Information

I Card Accourt Number: ™ @ === m=20501, DAMITA MARALDO Switch Accounts

Account Status: WV3-TEMP CLOSED

Hierarchy Position

Bank Agemt Company Division Department
3058 0066 117490 Qoooo o000

Organization Name
ARNY

Account Information

Managing Account; 4716304556606120
Cycle Day: 14
Expiration Date: 1053152008
Open Date: 10021020048
Temp Auth Start Date:

Temp Auth End Date:

Needs Activation? b

Current Balance: 0.00

Past Due Balance: 0.00
Plastic: b

Checks: M+l

Checks Valid Dollar Amount:

Telecom: M+l

Telecom Status:

Payment Method Code:

Payment Method Description: =hNone=

Reporting Level

11790 00000 00000 0000d 0oooo 0oooo  goood

Account Information Comments:

== Backto Cardholder Account Summary

The Account Information screen includes the processing and report hierarchy
position of your account, the organization name, and general account information,
including the associated managing account number, cycle day, and expiration date.

18
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y 4
Cardholder Account Profile ‘nm £

Default Accounting Code é

I Card Account Number: mmesssemmen 5691, DAMITA MARALDO Switch Accounts

Default Accounting Code

Segment Name (Length)

APPROPRIATION (20) 0 1 OASM(5) UIC(B) PEC{12) ORG (8) MFP () JO{ (1) WCR(G) RBC(1) RS CI(B)
11220000000000000000 44 54544 AFPC4E 222222222222 122348
Default Acc ting Code C It

=< Back to Cardholder Account Summary

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

19
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Authorization Limits

Cardholder Account Profile

I Card Account Number; TFrsrss====s, S50, DAMITA MARALDO

Switch Accounts

Authorization Limits
Credit Limit:

Single Purchase Limit:
% Cash:

Available Credit:

Fiscal First Month:

Daily Dollar:

Daily Transaction:
Cycle Dollar:

Cycle Transaction:
Monthly Dollar:
Monthly Transaction:
Quarterly Dollar:
Quarterly Transaction:
Yearly Dollar:

Yearly Transaction:

Custom Velocity Limits

Other Dollar:
Other Transaction:

Refresh From Date:
Refresh To Date:
Days in Refresh Cycle:

Refer To Managing Account
Merchant Authorization
Controls:

Refer To Managing Account
Velocity Limits:

Refer To Managing Account
Single Purchase Limit:

MCCG111  Approwe

Control Authorization Action

1,000.00
250.00

0
1,000.00
1

Standard Velocity Limits

Limit
0.oa

il
1,500.00
il

0.oa

0
6,000.00
il
20,000.00
0

Limit
0.oa

1§

&l

1§

Merchant Authorization Controls

Total
n.oo

n.oo

n.oo

n.oo

n.oo

Total
n.oo

Single Purchase Limit  Type Action

0 Custom  MWiew Details

Authorization Limits Comments:

== Backto Cardholder Account Surmmary

The Authorization Limits screen displays all the authorization limts for your account,
including your credit limit, single purchase limit, percent cash, and available credit.
This screen also includes standard velocity limits and custom velocity limits. If your
account has attached merchant authorization controls, they display on this screen.
Click a View Details link to review the parameters of the control, if desired.

20
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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.

The 12 Month History tab contains financial
Cardholder Account Profile history data for the past 12 months.

Financial History /
I Card Accourt Number: "reeasasesss, Switch Accounts |
12 Month History | 7 Year History Analysis r 7 “ear History |
The 12 Maonth History includes accumulated account infarmation for 12 previous hilling cycles. Each page
includes faur hilling eycles of histary.
Page: 1|23
Current 07/10/2008 06/10/2008 05/10/2008 04/10/2008
Mumber of Payments 0 0 0 i} 0
Total Payments F0.00 F0.00 F0.00 F0.00 F0.00
{Last Payment: 00/00500)
Minimum Fayment 0,00 000 f0.00 g0.00 0,00
Mumber of Purchases 0 0 2 i} 0
Total Purchases $0.00 §0.00 $0.00 §0.00 $0.00
{Last Purchase: 05/29/08)
Mumber of Cash Advances 1] a 1] a 1]
Total Cash Advances 0,00 000 f0.00 g0.00 0,00
(Last Cash Advance: Q0/0000)
Mumber of Credits 1] a 1] a 1]
Total Credits f0.00 0,00 f0.00 §0.00 f0.00
{Last Credit: 0A/28/08)
Mumber of Misc Charges 1] a 1] a 1]
Total Misc Charges 0,00 000 f0.00 g0.00 0,00
Insurance fees F0.00 F0.00 §0.00 $0.00 F0.00
Late Charges $0.00 §0.00 $0.00 §0.00 $0.00
Owerlimit Fees 0,00 000 f0.00 000 0,00
Furchase Finance Charges 0,00 000 fo0.00 §0.00 0,00
Cash Advance Finance Charges $0.00 $0.00 F0.00 $0.00 $0.00
Credit Limit $1,000.00 %1,00000  $1,00000  %1,500.00  §1,500.00
Balance $0.00 §0.00 $0.00 §0.00 $0.00
Qutstanding Purchase Balance F0.00 F0.00 F0.00 §0.00 F0.00
Qwtstanding Cash Balance $0.00 $0.00 F0.00 $0.00 $0.00
Outstanding Misc Charges F0.00 F0.00 F0.00 F0.00 F0.00
Qutstanding Purchase Finance
Charges $0.00 F0.00 §0.00 $0.00 %0.00
Qutstanding Cash Adv Finance
Charges $0.00 F0.00 §0.00 $0.00 %0.00
PastCue $0.00 §0.00 $0.00 §0.00 $0.00
Avg Daily Bal - Purchases F0.00 F0.00 0.00 F0.00
Avg Daily Bal - Cash Ady 000 f0.00 g0.00 0,00
Awg Daily Bal - Purchases and Cash $0.00 $0.00 $0.00 £0.00
Ady
Page: 1|23
== Backto Cardholder Account 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.

21
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Cardholder Account Profile
Financial History

I Card Accourt Number: ®FFssmmmmggn], DAMITA MARALDO Switch Accounts

12 Manth Histary r ¥ Year History Analysis r ¥ Year History |

The 7 ¥ear History Analyvsis is divided into 12 hilling-cvcle periods beginning with the maost recent period

and includes the number oftimes the listed condition occurred during each period.
Times Billed 12 12 g ] 0 1] 0 a3
Times Staterment Generated 3 3 1 ] n 1] n 7
Times Ovatlimit n n n 0 n N n n
Times Fast Due 01-20 Days 1] 1] 1] 0 1] 0 1] 0
Times Fast Due 31-60 Days 1] 1] 1] 0 1] 0 1] I}
Times Fast Due 61-90 Days ] ] ] 0 ] 0 ] 0
Times Past Due = 91 Days 1] 1] 1] 0 1] 0 1] I}
Cycles with MEF Check 0 0 0 ] 0 1] 0 1]
Times Small Balance Written Off 0 1] 1] ] 1] 1] 1] n

== Hackto Cardholder Account Surmmary

The 7 Year History Analysis tab lists the number of times listed events occurred
during each year (grouped by month).

y 4
Cardholder Account Profile \IMﬁ

Financial History

I Card Account Hurnber: =emr=s=sees 5601, DAMITA MARALDD Switch Accounts

12 Month History r T Year History Analysiz r 7 Year History

The ¥ vear History indicates with a " if the listed condition oceurred on the account during that billing cycle and ‘™' if it did
not.

07/08 06/08 05/08 04/08 0308 0208 0108 12/07 11,07 1007 09/07 0807

Billed A A A hd A A A A W A A A

Statement Generated M A M M A N M M A M M M
Cwerlirmit N N N M N N N N M N N N
Past Due 01-30 Days N N N M N N N N M N N N
Past Due 31-60 Days N N N M N N N N M N N N
Past Due 61-90 Days N N N M N N N N M N N N
PastDue = 81 Days N N N M N N N N M N N N
MNSF Check N N N M N N N N M N N N
Small Balance Written Off M M M M M N M M M M M M
Furchases M M M M M N M M M M M M

N N N M N N N

=
=
=
=
=

Cash Advances

== Backto Cardholder Account Summary

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

22
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Perform Order Management
Tasks

As a cardholder, you need to create a manual order for every transaction you put
on your card.

Create a Manual Order

Order Management

Order Maintenance
Wiew, create, maintain, deleted®
records.

Zr suspend order

= Create Mew Order Fecord

Match Multiple Orders to Transactions

Manually match an unfulfilled arder to unmatched
transactionis).

Home
Contact Us

To create a manual order:
5. Select the Order Management high-level task.
6. Click the Create New Order Record link.

23
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Order Maintenance
Create Order

Required fields have red
asterisks.

Creste Ordes Nom NG
i1 Infarmation
General

Control Humber.* [I014302834  Dne * 72008
St Cpan Sauren e Uger D [eeezs
BuseessURl | e # [ socmens | I
Requestorbiame = [ Trnsachonmemescess: [ =1 mumermationtumber [

Craation Ciate o 72008

] TaxAmaunt [ 000 FroightAmount 1
st RO e cimigens [ ey [

D Mequires = Gontract Papment memod. [Fe =] e
contngency Purchases [ =]

Merchart

Peseme "

City Statn Pastal Code

Ship To

City Gate Fostal Code

Dastinabaon Coda: Hazardous Maternals o ‘I DCONUE Shipmant Metad b
Marchandise Recaied Das Marchandiss Dus Date: Meschandise Nesd Date

Adatonal information

PMO Reserd | PHO Reserd 2. [ Shipgirs Diata [

Othur Data.

i1 Ling tems Exbure ds dop | So le Surrs

This order form is a sample. Your
order from will be customized to
your organization and may look
slightly different.

Thé Ling flems sechion prowass a detslad Bemzation of me fotel

L Add_J 7 Line tems

i1 Allocations Ebus ls tap | Snls Gars

This section displs o ations thal wil be applied o
'ous can allocale amouns by doEar amount ar pRIcenage Tha Linakoc ated Amourd m
bafunk siing To atocate 10 sS3tona) aceountg codis, dick fe A ution

st equal 7 (0

o e Chks o 41 wiseamear

Sef All fo Default Accounfing Code B Reset Al Allocatmns
[ 400 ) r———
Hete: Fows marked far removsl ar addnd 33 the Una incated Amount vakoe

= Exturz iz tag | S te Gy

The Commuents seclion provides wier-defred bind aresls) $i can be used S comments.

Wiscellancous Commonts Rzl o PO

el Dochi il
| =
|
USAT Livel 3 Ragarsed
=
|
1-1 Match Tol EBxturdater | Sote Saen
This order is currsetty net malched o s b To mach il | 3. elick the Malched

Transactons tah and then

the <Marich 30 Transactons> link

By Rt
™ Line arganation detaull iv check for lokeanta)
"

52 specilc inkerancy 0 ¢ means system will use 76m as the foerance amaunfy

' ho Chack rquined for olarance amount, any var atowed

By Peiceil

™ 158 Organzaion GerIUN inS CHECK Tor 10KFaNCe)

= Use spactlc fnkerance 0% (i means syetem wall uss 7910 35 the lerance amoung
e

Mo Chack

ract for 154AFANER AMAUNL, 3Ty varlante alcwsd

Hote: Trn

om will usn Fu mare shingant tolorance valun betvoen Amount and Fescent

On the following pages, we will review each section of the order form.
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Order Maintenance M

Create Order

Client Relstionship: United States Army Switch Relationzhips
Card Aocount Number; wamsmmnes 1 234, JOHM DOE Switch Accounts

B Create [Manage | Manad

lse this farm to create an Qrder that may be availahle Be sure to typ_e the reqUESter name exaCtIy
correct to avoid gettlng an error message.
* = raguired

Collapse All rder from Existing Order

-1 Information Retue to top | Goto Save

General
Control Mumber; * IEIU1 4302434 Date; ™ IEIQ,H 7/z00g Creation Date: 091752008
Status: Open ] JDOEZS User ID; IJdueQE

Business Unit:

I I Document 3 I

Transaction Method Caode: I 'l Autharization Mumber: I

Requestor Mame: *

Q Financials

\I— Credit Order

Arnount * I— 0 Tax Amount: I—DDD Freight Amaount: I—_D
Source Currency: |U.S. Dollar j Source Currency Amount: Ii Property Book: IE,

UID Reguired: Mo - Contract Payment bethod: IE, Miscellaneous Amount: Ii
Contingency Purchases I__;I

Merchant

T e W b PP,

Amm et MN\’-\/—W_\J-\_A e AP A

7. Type a new order number, if needed.
8. Type a different date, if needed.

9. If you (or the cardholder) will need to match this order to a credit transaction,
select the Credit Order check box.

10. Type the order amount.
11. Complete any other order information fields, as needed.
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JUDHWSMWWW' Misfﬂ'ﬂamﬂwww-—f W”Uﬁhﬁﬁg\y\mm'pemm‘[”w R
Source Currency Amount I

Merchant

Marne: |

City: I State: Y Postal Code: I

Ship To
City: I State: I I Postal Code: I

Destination Code: Hazardous Materials: * QCOMUS Shipment Method: | 'l

Merchandize Received Date: I Merchandise Due Date: I Merchandise Need Date: I

Additional Information

PMO Resered 1: I FMO Reserved 2 I Shipping Data: I
Contingency Purchases I 'l

[-]1 Line Items Returmn to top | Go to Save
e i T I N w Y T L

12. Type a merchant name.
13. Specify any other required or optional fields, as needed.

y e o T e ot M TS Y VAR
[-] Line Items Beaturn to top | Go to Sawe

The Line ltems g

ode [em Description Oty Unit of Measure Unit Cost Line item Total = % of Amount
Nio Lime dofis have been deffned forthiz Omler. Qick “Add ¥ o add Nire fews.

provides a detailed itemization of the total.

I 1 unetems If the order is for a credit, you cannot
include the credit as a line item.

-1 Allocations

This section displays allocations that will be applied to the transaction(s) when matched.
B s A h S VT L W P SR ) P

14. To add line item detail, type the number to add and click the Add button.
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N L g E3 VAT N e TR T U et T T et S T T T ST e ST e
Other Data: I
[-1 Line Items Eeturn to top | Goto Save

The Line lters section provides a detailed itemization of the total,

ShowHide Tahle Details
Product Code

Unit of Measure % of Amount

Remove

Qty Unit Cost
(| [Copy Machine | 1[Each =l 1000 [ 1000.00f 50.00 5

Item Description Line item Total

(i [Paper | 100 Ream =l 10 [ 100000 50.00 %
Checall Shown | Uncheck Al Shown Tax | 0.00 | 0.00 g
Remove Freight: | 0.00 | 0.00 =
L Add ] I 1/ Line lterns
Totak | 200000 |  100.00+
Armount Remaining | o.on | 0.00 5,
[+]. Allocatio Eeturn to top | Gote Save

Note the zero percent remaining.

15. To specify line item detail, specify information in each field, including Item
Description, Quantity, Unit of Measure, and Unit Cost until you have zero in the
Amount Remaining field. The line item total must equal the order total. Access
Online calculates the total and amount remaining for you as you work.

e S i e e Y T R e i et o Y O 1 ey
-1 Allocations Eeturn totop | o to Save

This section displays allocations assaciated to the order that will be applied ta the fransactionis) when
matched.

You can allocate amounts by dollar amount of percentage. The Unallocated Amount must equal zero {0y
hefare the order can be saved. To allocate to additional accounting codes, click the "Add” button.

Allocate by Line lterm

* = required 12
Allocation % of Order Prepopulated Accounting Code Selection
Total Amount Current Mame  Change to: APPROPRIATION {z0) DAC (2}
g 10000 o [ 5000 |Ofice Supplies [~Change Currentvalue- = [asanpoooocoooonoond < | iz | [
oy 10000 o[ 50004 | Utiities [~Change Currentvalue— = [5454n000000000000004 - fe | [
Unallocated $| 0.00 I 000

Amount

Click this button to set the order
to the cardholder’s default
accounting code.

ChediAll Shown | UnchedoAll Shown

Set All to Default Accounting Code Reset All Allocations
L Add ] 1 aAdditional Allocation(s)

Note: Rows marked for removal are added to the Unallocated Amount value.

-1 Comments Return to top | Go to Save

The Comments section provides user-defined text area(s) that can be used for comments associated to the order.
B g T T R It

16. You should not usually have to assign an allocation to an order. However, if you
do, the allocation fields will be active. Type the number of allocations to add,
click the Add button, and then specify the allocation detail. Be sure to allocate
100 percent of the order.
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[ W S, e P B it i T e P P ey

[+] Allocations Return to top | o to Save

[-] Comments Return to top | o to Save

The Comments section pAvides user-defined text areais) that can he used for comments.

Miscellaneous Comments Reserved for PMO

=] o]

The comment field names are
custom to your organization.

Lewvel 2 Authorizations Declared Contigencies

USAF Level 3 Reserved

[-] Match Tolerance Return to top | o to Save

This order is currently not matched to any transactions. To match itto transactionds), click the Matched
o elitleth pe e T i e e A e e i L e

17. Add any comments, if desired.
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Order Maintenance
Create Order

Gotig Al Gt Queter o Exigling Drder
-1 Information i b | .81k
Genaral
Gontrot Number, * [D0TA302834 | Dane:* [Fan7eame | Creation ate: oanTr00e
Status Open Source: o0 User D [idaezs
Businuss [ wwices [ toumens I

Requestor Mame. * [Jobn Dow Trangaction Method Code: vl

Hnancials

Buthoeization Mumibar

™ Crest Onden

2000.00 I 000 Freight Arngunt
US Dallar =] sowce Cumencyamount [ PropseySaok

]

Mo =

Amount T Ammgunt

Souree Cumsncy

\AD Resquired No ¥ Contrast Fayment Memog: [Fe = Miscellanacus Amount
contingancy Purchases | ~]
Merchant

tean:* [Copy Max

City, Etate. hd Postal Code.

Ship Te

City R Postal Cose

Destination Code: Hazardous Matenate:  |[Mo ¥ QCONUS Shipment Method: [~

Merchandise Receted Date.

Additional lnfosmation

PO Reserved 1 i PO Reserved 2
Other Data. i

Merchandise Due Date. Merchandise Need Date

Shipping Data: |

1= Line ftems

The Ling Heme section peovides a detailed iemization of the tatsl

[Eopy Machine = won [ vooooof

Army Cardholder User Guide

[ [Foaper I 100 [Ream = 10 [ toooon|

Shak A Shimn | Uaite Tax oon 0005
[ Rermove eegnt [ 000 [ 00w
Add 1 Ui grns
Totat:

Arnnunt Rermaining 0,00,

I*] Allocations Ealum i iog | 008 Sder

=] Comments Balus i lop | Selo Savs

Tr Commants section provdes ser-dedned fad araals) tat can be ueed for commants

et Reserved for PMO
2
;I -
Livwed 2 Declared Cotigencies
| z
o
USAF Lavel 3 Rasarved
|
|

1-] Match Tolerance Patm.io o | oo S

Thirs ondet 15 currently not malched b sey Sransaclions, To malch & b ransactionds), click e Matched
Trans-achons tat ard Sen chck 30 <hialch 1o Transacbons= link
By Amourd
1" Use organizaton defaut (no check for tolerance)
& s specific ienante: 0 {0 mesns system wil use 2810 a8 the tolerance amount
" o Check required for ilerance amount, any variance allowed
Ty Porcent
© Uise organizaion defaul ino check for olerance)
0.5 0F mvans: systom will e 2uvo a% e lolerance amounly
o arnount, any vanance allowed

& Use specifl; bolera
© o Chetk require!

Hete: The system wilfZe s imore stringent iolerance valuz beteen Amourd and Percent

Emamd 4l Coyfoue Al

200000 ]{
s —

Note the completed line item
detail, including the zero percent
remaining.

18. When you are done, click the Save and Create Order button.
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Modify a Manual Order

Once you create an order, you can modify the order at any time.

Order Maintefiance
Wiew, create, maintain, delete, andiar suspend arder

R recards.
Account Information

Reporting
My Personal Information

= Create Mew Order Record

Match Multiple Orders to Transactions

Manually match an unfulfilled order to unmatched
transaction{s).

Home
Contact Us

To modify an existing order:
1. Select the Order Management high-level task.
2. Click the Order Maintenance link.
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—
Order Management

Search Order List

-1 Search Criteria Beturn to top

Search for an order by using any of the search criteria below.

Order Number: Merchant Marme:
Order Status: Order Source Type:
Order Dater

Start Date End Date

T = R [ R =
mrmiddiayy rarndd dinyy

Orders/Credit Orders:  Order Amount
j |Greaterthanareuualmj $|SD o §

Filter Orders by,

 Processing Hierarchy Position:

Bank, Agent. Company: Division:  Department:

| | | | | Search for Hierarchy Position
@ Account Mumber:

|4?1 6300005305631 Search for Accounts

Note: Geparate mutinles by 5 comma

Cardholder Last Show Duplicate Order#'s.  Show Order Line ltems:
®ves O No Cves & No

Hote: Geparate,

L Scarc/ M Reset & Search with Defaults

fultiples by a comma

Order List
Click on the Qrder Mumber ta view the order details. Click on the Receipt Status to Create New Order Recard
manage the orders Receipts

Records 1-4 ot 4

Order Date  #7 e e pt Status  Ord
s
- 0572812008 100008 ACE GLASS INCORPORATED $450.00 CR o ..5681 natchgroup Open 0.00%
r 05/21i2008 0000102387 Carnmunications Applied TE $1.158.00 1] 5681 chipurchase apen 000%
[ 08/21/2008 0000102388 Pace Custom Cases & Bags $269.40 o ..5691 chipurchase Open 0.00%
r 05/13i2008 0000103390 Anider Inc 5247230 a 5691 chipurchase apen 0.00%

#75 Order# not unique

Records 1-4 ot 4

Create a New Order by Copying an Existing Order

3. Search for the order you want to modify:
a. Specify search criteria.
b. Click the Search button.

4. Click the order number link to modify the order.
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Order Maintenance
Maintain Order

Card Account Number:
Role: Cardhaldsr

1. DAMITA MARALDD

onon102374

# ¥ Control # not unique

Details | Matched Transactions

Control # Date: 120202008 Maich Status Open
Armount: 1195.56 Merchant DOD EMALL % Fulfilled : 0.00%
TaxAmount.  0.00 Yariance % 100.00% Freight Amount: 0.00
Receipt Status: Trans. Matched: 0 Billed Amaount.  0.00
Source. chipurchase Last Match:

rre— |

Use the Dety
may also ot

= requirgll

Expany Caollapse All

/ol

edituser-entered data prior to automatic and/or manual matches to transactions. Yiy
natch status, for example to suspend/iunsuspend or cancel

Copy to Create New Order

- Information

Retumn to top | &0 to Save

General
Cantrol Nurnber: *  |0014302834 Date: *
Status Cpen Source.

Invaice #:

Business Unit:

Reguestor Mame: * |John Doe Transaction Method Code: hd

Creation Date;

09/17/2008

JDOE2S User ID

Document #:

Authorization Mumbe

ngn7izo0e
Jdoe2b
I

Financials

™ Credit Order
2000.00

Amount ™

Source Currency.

Tax Amount

000 Fre

U.S. Dollar ~| Source Currency Amount: Property Book:

ight Amount

—

MNo

cellaneaus Amaount:

MName:* |Copy Max

D Required: Mo o+ Contract Payment Method: [Mo  + Mis
Contingency Purchases id
Merchant

Destination Code:

Hazardous Materials:

City. State: = Paostal Code:
Ship To
City. State hd Postal Code:

Ma

—

OCOMNUS Shipment Method: A

Merchandise Received Date:

Merchandise Due Date: Merchandise Meed Date

Additional Information

Other Data:

—

PMO Reserved 1 PMO Reserved 2 Shipping Data.

[+] Line Items

Return to top | Go to Save

[+] Allocations

Return to top | Go to Save

[+] Comments

Return to top | B0 to Save

[-] Match Tolerance

Return to top | Zo to Save

Expand All

The order record contains zero tolerance on both Amount and Percent. Therefore the match tolerance will be zero tolerance amount

—

== Backto null

5. Click the Plus Sign icon to open and edit a portion of the order.

6. To copy this order to create a new one, click the Copy to Create New Order

link.

You can also print the order by clicking the Print Order button.
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L earn More. Foradditional information on order management tasks, refer
to the Access Online: Order Management user guide and lesson.
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Use the Match Multiple Function to Match Orders and
Transactions

U.S7Bank Access”® Online

Order Management * Log Out

Order Maintenance
Wiew, create, maintain, delete, andiar suspel I
racords.

= Create Mew Order Record
My Personal Information

Match Multiple Orders to Transactions

Manually match an unfulfilled order to unmatched
transaction{s).

Home
Contact Us

To match orders and transactions:
1. Select the Order Management high-level task.
2. Click the Match Multiple Order to Transactions link.
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i _
Match Muiltiple Orders To Transactions

Select Transactions to Match

Card Apcourt Mumnber: F=emm=mmm5504, DAMITA MARALDO
Swwitch Role

Role: Cardholder

button

To display a different list of results g
1o Match”, use the appropriate Date

Date Range - Unfulfilled Or

Match To Order

Unfulfilled Orders to Match

To mateh transactions to an order, select an order from the Unfulfiled Orders To Match list. Then select one or
fore transactions from the Unmatched Transactions Available to Match list and click the "Match to Order

N (filled Orders 1o Match” andfor "Unmatched Transactions Available

Available to Match:

Date Range - L i
End Date

Start Date End Date Start Date

05/01/2008 =iy o IDE:’SD;ZDDB '| IDE:’EIUEEII]B Bzl to  |05/30/2008 [E=ly
meddi\ﬁw mmiddianyy mmiddiyy mm/ddinay

| Search J Reset J sarch L Reset J

Check Al Shown | Unched All Shown
Unmatched Trazsactions
= are not available for selection

Select Order Outstanding Merchant
Date Dollar Amt

[l 05i28/2008 $450.00 CR $450.00 ACE GLASS INCORPORATED 100006 $960.99 ATD AMERICAN CO 05691

o 05i21/2008 §1,1568.00 §1,188.00 Communications Applied TE 0000102387 D508 §38E.83 PLATT ELEC SPFLY 0057 05831

[ 05i21/2008 $269.40 $269.40 Pace Custom Cases &Bags 0000102388 0&a7  §98.00 STEADMAN S REC 05691

(o 05i13/2008 §2,472.20 §2,472.20  Anixer Inc 0000102350 D507 §255.94 BROMN TAPES ING 05691
\" 05i08/2008 $960.99 $960.99  ATD American 0000106005 0&r07  §638.00 USA IMPACT 01 OF 01 05691

ha 05i08/2008 ¥ B8 $386.88  Platt Electric 0000106006 0502 §$131.42 CR ARNKTER INC 05691

© 0508/2008 ﬂgai $255.94 Bron Tapes 0000106007 (R Reallocated

7% Order Not Unique

Check All Shown | Uncheck All Shown

Search for the orders you want to work with:

a. Specify a date range.

b. Click the Search button.

Search for the transaction you want to work with:
a. Specify a date range.

b. Click the Search button.

Select an order.

Select the transaction to match to the order.
Click the Match To Order button.
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Review, Approve and Dispute
Transactions

In this section, you will learn how to review, approve and dispute transactions.

Ti,O /" You must review and approve each transaction one by one.

Dispute a Transaction

U.S{ 1 hnk Access®Online

Transactionﬂgement

[ role: cardhotder / Switch Role

Transaction List
Wiew, review, allocateireallocate and add comments ta
My Personal Information transaction infarmation

Home
Contact Us

To review, approve or dispute a transaction:
1. Select the Transaction Management high-level task.
2. Click the Transaction List link.

Ti,O /" You can also simply click the account link on your Home page to go directly
to your transaction list.

ACMEO4 CP Organization

Message from U.S. Bank

Welcome!

You are viewing Access Online, the latest innovation in our camplete set of commercial card tools. Access
My Personal Information Online is a web-enabled program management and reporting tool offering a feature-rich platform that can be
easily configured and deployed to meetthe unique needs of our clients. Our clients have the ability to
implement the features and functionality that hest suppart andfor enhance their husiness processes.

Access Online harnesses the power ofthe Internet within a secured environment bringing our clients anline
access to their payment solutions anytime, anywhere.

Home
Contact Us

When our clients are ready, sois Access Online.

Click the account link to go
directly to your transaction list.
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- -
Transaction Management

Card Account Summary with Transaction List

Card Accourt Number: =F==m=mmmgg0q, DAMITA MARALDO
Rol ardholder

[-] Card Account Summary

Account Mumber: @ o000 Qutstanding Crders $18,020.34 24
Account Mame DAMITA MARALDO Unmatched Transactions $25,980.25 61
Billing Cycle Close Date IODEN hd m
Total Transactions: $7,998.24 20 Final Approved Transactions:  $0.00 0
Reallocated Transactions: $0.00 0 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.0% 0.0%
@ Open Account
Staternent Approval History
Approval Status  Approval Date  Approved by
Ao statement anamual history exists Jor this accouat. i
[-] Search Criteria Betumn ta top

Advanced Search

Transaction Amount: Approval Status

[===] sfe0o All =]
Qrder Match Status
IAH v
Disputed Transactiges eallocated Transactions:
Display |25 A Transactions per page
Reset & Search with Defaults
[-] Transaction List Betum o top

Records 1 -9 of

Chede All Shown | UnchedeAll Shown

Select Status Approval Status Match Posting Merchant CityiState Amount Detail €+ PurchaselD & Accounting Code

© =

Pending QBf20 0624 FLATT ELEC SPPLY D057 5036416121, UT $38.20 05691

=
[l Pending D&r20 0 IMPAC REBATE-THANK YOU 00000, D $261.55 CR 05691
[ Pending [+ 1] MCMASTER-CARR B30-8349600, IL $38.20 05691
I Pending DG/ DOD EMALL BATLE CREEK, M| $185.00 05691
[l Pending Der1g DOD EMALL BATLE CREEK, M| $96.12 05691
I Pending DEM18  DEMY DOD EMALL BATLE CREEK, M| $43.83 05691 2334000000000000
[l Pending DEME  DEMY DOD EMALL BATLE CREEI
r ® Pending 06111 0BM3  MCMASTER-CARR s3c-s3a2600]  YOU can approve a transaction from this
C Pending 0BT 08M0 COW-GOVERNMENTINC  200-8084234  screen by selecting the transaction and
® viputed D Histoned A Exception (B> Rsallosaed @), @ Trans Detal Level clicking the Approve button.

Check All Shown | Uncheck All Shown

Records 1.9 ofQ

Mass Reallocate Match To Order

3. Search for the transaction you want to review, approve, or dispute:
a. Select a cycle date.
b. Specify search criteria.
c. Click the Search button.

4. Click the date link for the transaction you want to dispute.
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. 4
Transaction Management %

Transaction Detail <

Card Accourt Number: ™
Role: Cardholder

mrEEE91, DAMITA MARALDD

Transaction Summary

Status Match TranDate Posting Date Merchant City/State Amount Detall E* PurchaselD @ Accounting Code
0620 021 PLATT ELEC SPPLY 0067 4036416121, UT  $38.20 23340000000000000000[54|777 7%
® pisputed CO Matched b Exception (A% Reallosated 1
SUMITEEY r Matchedd Order r Allocations r Approval History K
The Summary taly shows high-level transaction infarmation.
Select any tab to view additional
To approve the transaction, click "Approve”. i
Toinitiate a dispute, click the "Dispute” buttan detall'
Transaction Reference Information
Date: 06/20/2008 Billing Cycle: Cpen
Purchase ID: 05691 Posting Date: 0B/215200
Total Amount: 38.20 Reference Number: 47T1B300005905667
Autherization Number: 083581
Memo Post:  Yes
Extract Date(s)
:‘:?SIJM: ggg Most Recent Standard Financial Extract:
ght: General Ledger Extract:
Payment Extract:
Merchant Currency
Name: PLATT ELEC SPPLY 0057 Source Currency: LS. Dollar
City/State: 5036416121, UT Source Currency Amt: 38.20
Transaction Type: Z ORAFT H
Tosac You must review and approve
MCC Description: SRR & BLILOING each transaction separately, one
at a time.
Dispute Sales Draft Requests
Dispute informatian flects the last dispute filed * none
far this transaction. formation available in
Dispute History.
Dispute
[+] Dispute History
=< Backto Transaction List i

5. To approve the transaction, click the Approve button.
6. To dispute the transaction:

a. Click the Dispute button.
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. y i
Transaction Management OrTraaa——

Select a Dispute Reason

I Card Accourt Humber: === 55225504 DAMITA MARALDRO Switch Accounts |
Tran Date Statement Date Merchant Amount Reference Number
06f20r2008 06r2ar2008 PLATT ELEC SPFLY 0057 38.20 4716300005905667

Select a dispute reason fram the list helow. Ifyou need mare information about this transaction, you may
regquest 3 copy ofthe sales draft.

My account was charged for this transaction and...

Additional lktems Required

Uy Fiorized

.| did not authorize the charge. Print, Signature
 Unrecognized
I do not recoagnize the charge. Print, Signature

Merchandise Returned
..l have natreceived credit for the returned merchandise.

e
¢~ Merchandise Not Received

...l have naot received the merchandise.
 Services Not Received

...I have not received the services.
c

Credit Mot Received
I have not received credit toward my account. Print, Copy of Receipt

Mﬁwﬂ W I R e WP U DA B

i)

b. Select a dispute reason.

. WWW > TN e T i T T O ol T e e T
g actount has BEER closed. This is a retifring transaction such as & manthly service,

Transaction Posted to Closed Account

..this account has been closed.

Defective - ShippedReturned

..the shipped merchandise | received was defective. The merchandise has heen returmed to the merchant.  Print, Copy of Shipping Invoice
Defective - Shipped

..the shipped merchandise | received was defective. Print, Copy of Shipping Invoice
Defective

..the merchandise | received was defective.

Other
..none of

o T B RS B

we reasans fit my need to dispute this transaction.

=< Backta Transaction Detail

c. Click the Select button.
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Transaction Management
Dispute Reason: Unauthorized

I Card Accourt Number: ®======zzzzognq, DAMITA MARALDO Switch Accounts
Tran Date Statement Date Merchant Amount Reference Number
QE2002008 QE2852008 FPLATT ELEC SPPLY 0047 38.20 4T16300005505667
Unauthorized

Wty account was charged for this transaction and | did not autharize the charge.

This dispute reason requires a physical signature of the Cardholder. After completing this farm, click
"Continue" for a printable wersion of the form.

*=raguired

Reguestar Mame:™ / Reguestor Phone Myfiher™
|Damita Maralda 7 | 4
Comments™

69 =

Continue

d. Type a new requestor name, if needed.
e. Type a phone number.
f. Type comments.

g. Click the Continue button. You get a printable version of the dispute. Follow
the instructions on the printable form to print, sign and fax or mail the form to
U.S. Bank.

Ti,O! Disputed transactions display with a D icon to indicate that they were
disputed. The D icon remains even after the dispute has been resolved or
cancelled.

Learn More. Formore information on transaction management, refer to

the Access Online: Transaction Management user guide and lesson. If you need to
perform approval tasks, refer to the Access Online: Account Approval Process user
guide and lesson.
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Approve Your Statement

Once you have reviewed and approved each separate transaction for a cycle, you
are ready to approve your statement. You can approve only a statement for a
closed cycle.

U.S{ 1 hk Access® Online

e Agement
HELGRIL Y Transaction I\ﬁement
e P-Ill

[ Fole: cardholder / Switeh Role
7

Transaction List
Wiew, review, allocateireallocate and add comments ta
trangaction information.

Home
Contact Us

To approve your statement:
1. Select the Transaction Management high-level task.
2. Click the Transaction List link.
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Transaction Management
Card Account Summary with Transaction List

6691, DAMITA MARALDD

Card Account Number
Rale: Cardhald,

[-] Card Account Summary

Account Mumber: )/ e Qutstanding Orders $15,416.53 13
Account Narme: DAMITA MARALZD Unmatched Transactions: §261 85CR 1
Billing Cycle Close Date: | 0Bf 91200—5;‘
Total Transactions $3,5980.92 24 Final Approved Transactions §0.00 a
Reallocated Transactions: $8,560.92 24 % Final Approved Transactions: 0.0% 00%
% Reallocated Transactions: 100.0% 100.0%
@ Open Account
pprove Statement Statement Approval Histary
No statement anpmal history exists for this accounrt
[+] Search Criteria Return to top
-] Transaction List Betumn to top
Records 1- 24 of 24
CheddAll Shown | Unchedk All Shown
Select Status Approval Status Match Trans Posting Merchant CityiState Amount Detail E» Purchaseld @ Accounting Code
Date Date
- Appraved [11] 06/08 0B/09 FPLATT ELEC SPPLY 0057 026416121, UT $386.88 05691 (A
m] Approved (1] O6/07  0B/O9 STEADMAN 5 REC TOOELE, UT $98.00 056491 (g
- Appraved [11] D06/08 0B/09 ATD AMERICAN CO 215-5761000, PA $060.99 05691 (A
(m] Approved (1] O6/07  0B/O8 USA IMPACT 01 OF 01 4B9-5741126, TX $638.00 056491 (g
- Approved [r111] DOB/07  OBf0g2 BROMTAPES INC DENYER, CO $255.04 05691 (a»
(m] Approved O6/02  0B/05 ANIKTER ING 800-323-8166, CA $13142 CR 056491 (g
- Approved 0518 0522 COWTGOVERMNMENT INC 200-802-4239, 1L §1,262.48 05691 (a»
(m] Approved o 0518 0522 BACKFLOW PREVENT SUPPLY  B01-3556736, UT $45.90 056491 (g
- Approved [r111] 0518 0522 GRAINGER.COM 916 877-6994200, 1L $271.24 05691 (a»
(m] Appraved (111 0518 0522 GRAINGER.COM 916 877-69945490, IL §1,021.00 05691 (>
- Approved [r111] 0517 0519 PACE CUSTOM CASES & BAGS  000-000-0000, UT $263.24 05691 (a»
(m] Appraved (111 0518 0518 VILLAGE DISTRIBUTORS 732-3642300, NJ §13872 05691 (>
- Approved [r111] 0515 0516 COWTGOYERMNMENT INC 800-808-42349, IL $98.75 05691 [rxg
(m] Appraved (111 0515 0516 YAMAS CONTROLS GROUP INC SACRAMEMNTO, CA  §491 61 05691 (>
- Approved [r111] 0512 0515 COWTGOYERMNMENT INC 800-808-42349, IL $49375 05691 [rxg
(m] Appraved (111 0511 0515 SOURCE MANAGEMENT INC F5I 303-89648100, CO $52.08 05691 (>
- Approved [r111] 0511 0515 SOURCE MANAGEMENT ING FSI 303-8648100, CO $50.40 05691 [rxg
(m] Appraved {111 0511 0512 EZ SYSTEMS T14-6624959, CA $94000 CR 05691 (>
- Approved [r111] 0510 0512 AMIKTER ING 800-323-8166, CA $130.03 05691 (@
(m] Appraved {111 0510 04511 DOD EMALL BATLE CREEK, MI $139.87 05691 (>
- Approved [r111] 0510 051 DOD EMALL BATLE CREEK, MI $166.58 05691 (@
r Appraved [111] 0510 04511 NOT JUST PRIMTERS, INC T18-4366508, NY $877.50 05691 (>
- Approved [r111] 0510 0511 BETTY MILLS B50-3448228, CA $156.53 05691 @
r Appraved [111] 05/08 0510 UNITED STATES WELDNG #64 8019738082, UT §1,661.75 05691 (> 54540000000000000004|87 877

(D) Disputed COMatohed £k Exception (A% Reallocated () (i) Trans Detail Level
Check Al Shown | Uncheds All Shown

Records 1- 24 of 24

Watch To Order

3. Select the closed cycle that you want to approve the statement for:
a. Select the cycle date.
b. Click the Search button.

4. Check that you have approved each individual transaction.

5. Click the Approve Statement button.
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Transaction Management
Card Account Statement Confirmation

| cerify that, except as may be noted herein or p4 supporting documents, the purchases and amounts listed
on this account staterment: (13 Are correct and required to fulfill mission requirements of my arganization. (2
Do not exceed spending limits approved by the Resource Manager. (3 Are not for my personal use or the
personal use of the receiving individual. (43 Are not items that have heen specifically prohibited by statute, by
regulation, by cantract, ar by my arganization. (5 Have not heen split into smaller segments to avaid dallar
limitations. All purchase card transactions are subject to review to identify instances of potential fraud, waste
andior abuse.

6. Read the approval text.

7. Click the Agree button. A confirmation message displays and your statement
will display with a green check mark icon on your Billing Official’s list of
accounts.

Transaction Management

Card Account Summary with Transaction List

Card Accourt Number: ===s===2288604, DAMITA MARALDO
Role: Cardholder Switch Role

® Trans List

@ The action was successfully completed.

[-1 Card Account Summary

Account Mumber: ® ..5691 Qutstanding Orders: $18,020.34 24
Account Mame: CAaMITA MARALDO Lnmatched Transactions: $25,980.25 61
Billing Cycle Close Date: I 05/09/2008 'I | Search

Tatal Transactions: §8,589.52 24 Final Approved Transactions:  $0.00 0
Reallocated Transactions: F0.00 0 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.0% 0.0%

® Open Account

Statement Approval Histary
Show all

Approval Status  Approval Date  Approved by

Approved oamarzoog AZPO04 chipurchase
[+] Search Criteria Return to tap
[-] Transaction List Return to tap

Fecords 1 - 24 of 24

Chedeall Shown | Unehedsall Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amounnt

@ O A pate Date

emaprne e R T [JRINE BEINR am REAFSEREC SRR Y Q08T A0 364 6121 UT B 306,88
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Run a Report

As a cardholder, you have several reports available to you. You run a report in
three basic steps: select the report, set the report parameters, and run the report.

U.S. Bank Access” Online

Reporting

Program Management Travel Expense Management
General program management g2 and manitar Detailed and summary travel expense information.
company policy compliance

Financial Management
Maonitar expenditures, track variances and manage account
allocations.

| Information

Home
Contact Us

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

2. Select a report category. For our example, we pick Financial Management.

- - |
Financial Management

Billed Transaction Analysis with Order Detail Transaction Detail

Detailed and summary billed transaction information, Detailed transaction data including merchant detail,

regarding the results of arder and transaction matching. allocation faccounting code) information, and transaction lon
data.

Full Transaction and Order Detail
Full expenditure detail, including transaction, line item, order,  Qrder Detail
account allocation, and tax estimation infarmation. Crder detail information.

Qrder Analysis
Detailed and summary order information, regarding the
results of order and transaction matching.

3. Click the report name link. For our example, we click the Transaction Detail
link.
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Transaction Detall

By dafaull this reportwil ratum all resuBs ass0¢iated with Blank folds, unless otherwse noted. To it
reslls, enbar speciic criterin in blank falds,

* = requied

Date

& Cyeip Close Date Range: T Calendar Montn Range:  © Posteq Cgff Range: ™ Transacton Date Hange

™ Enable Cyzle Day
BepnMonih BegeDw Seginves | EndMontn  Enay  Endves
frug = = R | Ay ¥ -i [z008 =

Transactions Included

Transachon Status.

& Fevewsd Slats
Al ]

r Agseoval Stats
ol o e C1r iy B s mulbple sulechons.
[Funding Agproval
Final Apprond

Dsputed
Al =

Traneaction Amount

o= g
Pgteg Typs
Al =

Piyments.

F Extiute © laclude
Faax

& Exiyge © include

Agditional detall

™ tisgiay Transaction Commants [ Display Allncation Detat

Marchants
F Mechied Gategory Cooe Group
o dowe tha Cir key b misis multpls selaciong

AIRLINE
AUTORY DEALERS
DUILDING SERVC =]

 Merchani Caligury Codes
T limit the esutis from S defaull of *all” erter a MEC or search. Separie muliple MCCs by a comma and no spaces
[ Saarch o Codug

© Mpchant Names:
To limil the esuils fram P dofaull of “air endér @ full or partal "baging wilh™ merchan name and 304 il to he st

Select By

Tii MY T SRS T N 1T 650, SRIEL ARG o e SSllowing Snd $Aer & Tull OF pardal "Bging Wil ACEousing cogs or anemats

HECOUNIEY Code T (4l s 3 charachirs)

& Accuunling Cods
I

T Mlemals Astcourtng Code Mame *

Sort Report By

[#ccaunt ame < Data E R ETE x| [rasan

A 3 Ord & Astending Ordes
€ Dmacending Geder € Doscendng Order

 Astunding Oider ]
" Discanding Order Drescanding Crdar

Report Dutput
FOF =

Cutput Paramater Page Placament

Seleclion defines the lucatun ufthe Parameter Page detils on e repod sulpul.

End -

Group Repert By
Actount Humber
AT VEI00SU08EY1

BreakiSubtotal Level

- Ko DreakiSublotel - ‘I

Page Oreak
O ver & Mo

Néota: Fage Ak 15 applicabie ondy if 3 FeakiSubiotl Lavel (s chossn

Specify a date range.

N o o N

Specify transactions to include in your report.

Army Cardholder User Guide

Select which additional detail to include in your report.

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

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

8. Select the report’s output.
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Financial Management

Transaction Detail

By defaultthis repartwill return all results associated with blank fields, unless atherwise noted. To limit
results, enter specific criteria in blank fields

*= required

Date
€ Cycle Close Date Range:  © Calendar Month Range: ' Posting Date Range: ' Transaction Date Range:
[~ Enable Cycle Day

Beginyorth BeginDey BeginVear Emdomh  EndDey  EndYear
way = [ ] [zo0e ] " [way =] [31 =] [z008 =

Transactions Included
Transaction Status
¢ Reviewed Status

All =

& Approval Status:
Hold dowen the Cirl key to make multiple selections.

Pending Approval
Approved
Final Approved

Disputed
All B

Transaction Amount
<or= ] s[100

Posting Type:
Al -

Payments
® Exde © Include

Fees
& Bclude © Include

Additional detail

¥ Display Transaction Comments ™ Display Allacation Detail

Merchants

& Merchant Categoty Code Group
Hold dowen the Cirl key to make multiple selections.

BUILDING SERVIC LI

¢ Merchant Category Codes:
To limit the results from the default of"all” enter a MCC Or search. Separate muttiple MCCS by a cOMMa and o Spaces.

I Searchfor Codes

© Merchant Names:
To limitthe results from the default of "all" enter a full or partial "beging with" merchant name and add itto the list.

| [ nai>> |

Select By

To limitthe results Tom the default of "all," select ane of the following and enter 2 full or partial "heding with” aceounting code or altermate
accounting code name (atleast 3 characters)

¥ Accounting Code

© Alternate Accounting Code Name *

Sort Report By

[Trans Date =] [Trans Amount =] [nosort =] [nosort
& Ascending Order € Ascending Order & Aseending Order & Aseending Order
€ Descending Order & Descending Order € Descending Order € Descending Order

Report Output
Output Parameter Page Placement

Selection defines the |ocation ofthe Parameter Page details on the report output.

End =

Group Report By
Account Number:
4716300005905691

Break/Subtotal Level

- Mo Break/Subtatal - B

Page Break
©oves N

Mote: Page Break is oA only if a Break/Subtotal Level is chosen

WZ/IEI

== Backlo Financial Management

9. When you are done, click the Run Report button.
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Transaction Detail -Summary

Posiing  MOCG
TransDate  Dake  Chde MCC

Merchant Caiegory
Desciption

Merxhant Tapayer ID
State  Nunber (TIN} Amount

ACMBD4 |
Fepart Da

Trans

Posting

Type  PurchaseID  Trams Statws  Disputed

Name: DAMITA MARALDO Arcount Numibers##=++000550567] Optional I: 3rd Line Embossing LostStok mi: Repk Account:
OSMRR0E 090508 15 065 WHOLESALEELEC ANTZTER THC [y SIBRIAM  $(13142) . .
— PARTS Click any hyperlink to
Alloc Accig Code Amt: ($13142)  Alloc Accig Code Value: 471 8304556806120 70 . :

Alocation Source. Allocation Last Changed By: view associated

OSOH2008  OSU9/08 137 5561 RECREATIONAL & STEADMAN § REC uT 9800 Mems 0501 detail information.
UTILITY TR

Alloc Accig Code Ami: $SR00 Allec Arclg Code Vahue: 47163045565061 20 T

Allocation Source:  Alloeation Last Changed Bys

OSEE00E 01202008 43 STATIONERY OFFICEMAX CT*IN#737848 1L FAHTTHH 988 Memo 0501 Fnaldpprved N
STORE/SUPPLIES

Alloe Accig Code Amt: SRR Alle Arclg Code Vahe: 4716045565061 20 70

Allocation Source: Allbcation Last Changed By:

051402008 0571502008 573 COMPUTER SOFTWARE  NEWEGG COMPUTERS ca 3633237 £506  Memn 05891 Fmslipproved N
STORES

Alloc Accig Code Amt: $655  Allc Acclg Code Value: 4716045566061 20 70

Allncation Source: Alocation Last Changed By:

05402008 0162008 145 50 OTHER DIRECT HAGEMEYERNA CEG2 5C 391306122 4560 Memo 05601 Fnalippeved Y
MARKETER

Alloc Accig Code Ami: $4580  Alle Acclg Code Vahue: 4716045566061 20 T

Allocation Source:  Allocation Last Changed By:

051902008 0202008 142 64 CATALOG MERCHANT  BLE*BOX CORP Pi 732110557 7222 Mems 03801 Fnalipprved N

Alloe Accitg Code Amt: $7222 Al Acclg Code Vahes 47169045566061 20 10

Alocation Source:  Alloeation Last Changed By:

050006 095208 148 4816 COMPUTER WALMARTCOM #INTERNETO AR 741563240 (154)  Mewn D591 Fmaldpproved N
HETWORESINFORMATIO
ws

Alloe Acctg Code Amt: $11.94)  Alloc Acctg Code Valuer4 716304 556806120 T

Allncation Source: Alocation Last Changed By:

Learn More.: The parameters that you need to set for your report depend

on which report you are running. For additional information on running reports, refer
to the Access Online: Cardholder Reporting user guide and lesson.
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Additional Resources

Be sure to register on the web-based training (WBT) site so that you can complete
the final exam and certification process.

Iogin

raining L Go to Accessible WBT |

When you register, be sure to specify ARMY as your organization short name and
select Government Cardholder as your user type.

registration / |ogin

Philadelphia

Yoe:

You can easily access topic-specific lessons on the WBT.
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Training

1al Information

( Announcements
Mo riod!

. . . . Access Online User Guides
Click the Simulations link for Click a link Ie FDF fls

guided and hands-on simulations,
plus recorded training classes.

Lesson User Guides

Ta learn how ta use this training, click the
How to use WBT link above. The
lessons in the lesson menu correspond
ta the lessons you selected on the
previous screen.

Ta begin a lessan right away, click the
lesson number.

2006 CIO Magazine's Enterprise
Value Award Winner

14th Annual

CIO Enterprise
5. Bank's Access Onling system Value Award

ennmer

To access the topic-specific user guides (with information on each field 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 Guides

Click a link below to download 3 vi hle, printahle

Other Documents

You also have additional documents available to you, including a glossary
specifically for our government clients.

Access Online User Guides

Click a link below to download a viewable, pr

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 ac a hands-on simulation.

Simulations

Simulation 1 : 2
irmulatian 2

Cirmnlatiam 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 ac a hands-on simulation.

g dig AL I gl L mdiidyeiniglil - auaigey
Simulation 35 : Match in Trs ion Manadgement - Hands-an

Recorded Classes

You can also scroll down the simulations list to access and review recorded training
classes geared toward our government clients.
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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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