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lcons

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. Additonal 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
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Introduction

In this user guide, you will learn how to access and complete the key tasks you
perform in U.S. Bank 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.

Ti,O /" 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 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

overnment | About U.S. Bancorp

Welcome to Access Online!

Flease enter the information below and login to begin.

Jrganization Short Mame:

I

You must fill
in all three
fields.

User|D:

Pasgword:

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.

Ti,D ! 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 question
that only you know, such as your father’'s middle name or your mother’s maiden
name.
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Request Status Qu;
Active Work Qu

1t Information
Data Exchange
Reporting
My Personal Information

Home
Contact Us

U.S. Bank Access”Online

Army A/OPC

wment | A

Message from U.S. Bank * Log Out

Welcome!

You are viewing Access Online, the latest innovation in aur complete set of cammercial card tools. Access
Online is a wek-enahled prograrm management and reparting tool offering a feature-rich platfarm that can be plii 11
easily configured and deployed to meet the unigue needs of aur clients. Our clients have the ahility to
implement the features and functionality that best support andiar enhance their business processes.

Access Online harnesses the power of the Internet within a secured environment bringing our clients online
access to their payment solutions anvtime, anywhere.

When our clients are ready, 50 is Access Online.

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

mert | About LS. Bancarp

(Shank ARMY
U.S. Bank Access®Online

Request Status Queue
Message from U.S. Bank * Log Out

Welcome!

You are viewing Access Online, the latest innovation in our complete set of cormmercial card tools. Access
Online is a web-enahled pragram management and reparting tool offering a feature-rich platfarm that can he
easily configured and deployed to meet the unigue needs of our clients. Our clients have the ahility to
implement the features and functionality that best support andfor enhance their business processes.

Acc

Data E:

Reporting

My Personal Information &5 Online harnesses the power ofthe Internet within a secured environment brin
&iLhayment solutions anytime, anywhere

Horme The Left-column Navigation Bar gives Check your Client Home page

Contact Us you access to all tasks and functions.
Click to display subtasks.

often for U.S. Bank and agency-
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

771 ! Never use your browser's Back button.

Learn More. Refertothe Access Online: Government Glossary for
definitions of terms in Access Online.
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Perzonal | Business 0 ernment | About S, Bancorp

@mﬂ!ﬂ@ U.S. Bank links

U.S. Bank Access” Online ’

Request Status Queue

My Personal Information
Change Password & Authentication

I Uszer I0: paladmin

Logout button

A Required field has been left blank. Please complete.

N Organization Short Name: ARMY
Reporting Functional Entitlement Group: ~ AOPC
My Personal Information Error messages
*= required

Change Password
Please enter a passward hetween 8-20 alphanumeric characters. Use a combination of letters and numhbers
easy for you to remember but naot for others to guess.

Current Passwaord: *

Left-Column
Navigation Bar
with menu
expanded.

er New Password:

Authentication
Please select an authentication gquestion and enter a response that will be easy to remember. This
infarmation will be used in the event that you forget your password.

Authentication Guestion:
IPet's Mame 'l

Authentication Response: ™
feacups

== Back to Persanal Information

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—nDisplays 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 8
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Breadcrumbs

- Al
Managing Account

Setup Demographics

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

Enter dermographic information, then save and continue.
Product: PURCHASING

Status:

* = reguired

Last Marne:” First Marng™ ml:
Drate of Birth:

mMonth Day Year
I P Tt R LI TP

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.
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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 ,

Request Status Queue
My Persor nformation * Log Out

[ user iD: patadpf

) Password
Account Ir 0 Change your system password and create or modify an authentication response that will
Data Exchange he used when resetting a password.

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

Contact Information
Update your user ID contact information {name, address, phone na,, ete.).

< Email Motification

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

< Add Accounts

Home
Contact Us

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

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 10
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My Personal Information
Change Password & Authentication

[ userio: patadmin

Organization Short Name: AR
Functional Entitlement Group: ACPC

*= required
Change Password

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

Current Passward: *

Enter New Password: ™

Re-enter Mew Passwaord: ™

Authentication
Please select an authentication question and enter a response that will be easyto rememhber. This
information will be used in the event thatyou forget your password.

Authentication Question:
IPeI'S Mame 'l

Authentication Respaonse:
teacups

R\ )

== 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 U=ser I0: paladmin

Password
Change yvour system \ rord and create or modify an authentication response that will
he usedwhen reseyng a password.

Contact Information
Lpdate your user ID contact infarmation ¢(hame, address, phane na., ete.).

o Email Motification

Account Access
Wiews access rghts and user specific information, such as accounts and hierarchy level
ACCRSS.

o Add Accounts

Manage Accounting Code Favorites

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

3. To update your contact information:
a. Click the Contact Information link.

©2010 U.S. Bancorp 11
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My Personal Information
Change Your Contact Information

I Uszer I0: patladmin

Organization Short Name: AR
Functional Entitlement Group: ACFC

contactyour program administratar.

Required fields have

Email Address: ™

= required red asterisks.
First Narme™ Last Mame™

|Jane Doe

Address 1™ Address 2

|5EIEI Chestnut Street ISuite 1776

ity ™ State/Province: * Fip/Postal Code: ™
|Philadelphia [Pa =]

Couttey: *

IUnited States "I

Phone Mumhber™ Fax Mumhet:

[5129730000

|janedue@army.mil

Other:

== Backto Persanal Information

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

b. Specify new information any field.

c. Click Save.

©2010 U.S. Bancorp
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My Personal Information

I User ID: patadmin

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

Contact Information

Update your user ID conit information {name, address, phone na,, ete).

< Email Motificafion

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

< Add Accounts

Manage Accounting Code Favorites
Add favarites, enahle favarites to he selected when reallocating and managing
allocations, and delete existing favarites.

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

My Personal Information
Email Notification

[ user 1D: patadmin |

To receive an ernail notification, selectg cific process and corresponding scenario's, timing or accounts.
*=required

Ernail Address: ™
|janedoe@army qov 7

Email Notification

[~ Data Exchange
Hold down the Clrl key to
multiple selections.

All

Successful Uploag

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

Successful Download
Unsuccessful Download

Statement Notification
Select accounts below to receive email notification when a stateme,

InAccess Online.

Accounts associated directly to this user id

Status nt Number Account Name Account Type

Disabled | 4716300005305683 ROSEAMME BUTLER Cardholder

Accounts viewed through assigned hierarchies: Add Manading Accounts
Add Cardhalder Account

Remove Acco Br  Account Name

== Backto Personal Infarmation

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

Specify new data exchange options, if needed.
Click Save.

©2010 U.S. Bancorp 13
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Create a User Profile and User ID

You can create a user profile and user ID to give staff members user IDs that they
can use to log in to and use Access Online. You can create user profiles and user
IDs for cardholders, Agency Program Coordinators (APCs), Billing Officials,
Resource Managers, and Alternate APCs. However, cardholders should continue to
use the online registration function.

Request

Activi User Profiles
User Setup and Searcy

To locate a specific usy/, enter full or partial information for one ofthe fields below and click Search. You can

also Setup a new user.
Order Mar

Transactio eme User|D:

Account Information I

Data Exchange
Reporting User Last Mame: User First Mame:

My Personal Information OR I

Account Mumber:
OR

Home
Contact Us

Search

To create a user profile:
1. Selectthe System Administrator high-level task.
2. Click the User Profile option.

3. Click the Setup a new user link.

©2010 U.S. Bancorp 14
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User Profiles
Manage Login Information

Enter the user login information.

User Type: Client User

*= required
Last Marme™ First Marne™ /‘ Ml

User 1D 7 to 20 alpha-numeric characters)

Required fields have
red asterisks.

|

I™ Data Exchange Batch Script If the Data Exchange batch

Script check box displays, do
not select the check box.

Passwnrd:*(s to 20 alpha-numeric charactars OR
12 to 20 alpha-numeric characters for Drata Exchange Batch Script)

Re-entar Passward:™ You may wish to specify a generic

| password/authentication for new
. _— users and then let the users

Authentication Question: . .

[Mothers aiden Name =] specify their own passwords when

they log in.
Authentication Response™

Select Active to
enable the user

User Access Status™

to log in.
IActive "I

If approval check boxes display, do
not select any of the check boxes.

[T Approval Manager

J Be sure to actively select the FEG,

Functional Entitlement Group:™* ifitis the Only one listed.

Hold dowen the Ctrl key to make muli

AOPC iewy Functional Entitlernent Group detail
Select only one group at atime to wiew detail.

Click to view the functions
associated with a specific group.

Accounting Code Wiew: B | -
Q [1=] Do not modify the default
accounting code view.

K save

== Backto User Profile Home

4. Specify information in all the required fields marked with red asterisk.
5. Click the Save button.

Learn More. Foradditional information on user profiles, refer to the
Access Online: User Profile user guide and lesson.

©2010 U.S. Bancorp 15
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User Profiles

User Profile Summary
Cioe, Jane

Login Information Edit

Last Name: Doe
First Name: Jane

M Q

Organization Short Name: ARwY  User Authemtication Category: Birth Place
User ID: janedoe1 776 Accounting Code View: 2

User Access Status: Active Functional Entitlement Group(s): AQPC

Approval Manager: Mo

Date Created: 07/24/2008
Created By: paladmin

Date Last Changed: 0772472008

Account Assignments Edit

Card Type Account Number Account Status Designated User User ID

Since the Army adds all accounts
based on processing hierarchy
assignment, do not make any
edits to the Account Assignments
section.

Hierarchy Assignments

o MiewriAdd Processing Hierarchy Assignments
« MiewiAdd Reporting Hierarchy Assignments

Contact Information Edit

Address 1: Phone Number:

Address 2: Fax Number:

City: Email Address:

State/Province: Other:

Zip/Postal Code: Email Notification: Staterment Motification
Country:

== Hackto UUser Profile Home

6. Click the View/Add Processing Hierarchy Assignments link to assign the
user to a processing hierarchy position.

©2010 U.S. Bancorp 16
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. i
User Profiles

Select a Processing Hierarchy Position

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

Hierarchy Level
Company ¥

Bank:  Agent  Company Division.  Depatment:

| | [z
| Search J

Toadd a position to the Selected Hierarchy Positions, selectthe position in the listto the left and click "Select
Position". To remove a selected position from the list, mark the position Z list to the right and click
"Remave Position”. When you are satisfied with your selection(s), click] ligrarchy”.

Found Hierarchy Position(s)

Records 1-2 of 2 Selected Hierarchy Position(s)

Select Position >> }

Select Bank Agent Comp Div Dept Remove Bank Agent Comp Div Dept

r 3058 00BE 11790 ] r 3058 0086 11790

r 3058 D066 %

Check Al Shovn | Uncheck £

Records1-2 of 2

Accept Hierarchy

== Back to Liser Profile Summary

7. Search and select the positions to assign this user to a processing hierarchy
position.

8. Click the Accept Hierarchy button.

[.earn More:The processing hierarchy controls how transactions are

processed for billing and accounting purposes. The processing hierarchy includes
bank, agent, company, division, and department only. Not all organizations use all
levels of the processing hierarchy. For example, an organization may use only the
bank, agent and company levels.

The reporting hierarchy is a seven-level hierarchy customized for your organization
for reporting purposes only. We work with you to establish the reporting hierarchy in
a system outside Access Online and include that hierarchy in Access Online. The
reporting hierarchy enables you to break down data solely for reporting purposes.

©2010 U.S. Bancorp 17
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User Profiles

User Profile Summary
Doe, Jane

Login Information Edit

Last Name: Doe
First Name: Jane

ML @

Organization Short Mame: ARMY  User Authentication Category: Birth Flace
User ID: janedoe1 776 Accounting Code View: 2

User Access Status: Active Functional Entitlement Group(s): ACQPC

Approval Manager: Mo

Date Created: 07/24/2008
Created By: paladmin

Date Last Changed: 07/24/2008

Account Assignments Edit

Card Type Account Number Account Status Designated User User ID

Hierarchy Assignments

o MiewiAdd Processing Hierarchy Assichiments
o MiewiAdd Reporting Hierarchy Assignments

Contact Information Edit

Address 1: Phone Number:

Address 2: Fax Number:

City: Email Address:

State/Province: Other:

Zip/Postal Code: Email Notification: Staterment Motification
Country:

== Hackto User Profile Home

9. Repeat Steps 8-9 to assign this user to a reporting hierarchy position.

10. To edit the user’s contact information, click the Edit link.

©2010 U.S. Bancorp 18
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User Profiles
Manage Contact Information

Note that on this screen, you are adding
the user’s contact information, which may
be different from the demographic
information you specified on the login
information screen.

Coe, Jane

Enterthe user contact infarmation.

*= required

Last Mame™ _ First Marme™ hl:
IDDB ﬁ [Jare IO—
Address 17 Address 20

| 7 |

City™ State/Province: Zip/Postal Code™

| [ =]

Country™

IUnited States 'l

Phone Murmber:™ Fax Number:

Email Address™

Other:

Email Notification

[~ Data Exchange

Hald dawn the Ctrl key to make
multiple selections.
All

Successful Upload
Unsuccessful Upl
Successiul Download
Unsuccessful Download

The Data Exchange selections let the user
get e-mails about uploads and downloads.

Statement Notification

Select accounts below to receive email notification when a statement is available in Access Online.

Accounts associated directly to this user id:

Status Account Number Account Name Ac

7

Add Managifig Accounts
Accounts viewed through assigned hierarchies: Add Cardholder Account

Remove Accq mber Account Name Account Type

== Backto User Profile Summary

11. Specify address, phone and email information.
12. Select data exchange e-mail options.
13. Click a link to add accounts accessible through the user’s assigned hierarchy.

14. When you are done, click Save.

©2010 U.S. Bancorp 19
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User Profiles

User Profile Summary
Dioe, Jane

Login Information Edit

Last Name: Doe
First Name: Jane

M O

Organization Short Name: ARMY User Authentication Category: Birth Place
User ID: janedoel 776 Accounting Code View: 2

User Access Status: Active Functional Entitlement Group(s): AOPC

Approval Manager: Mo

Date Created: 07r24/2008
Created By: paladmin

Date Last Changed: 0772452008

Account Assignments Edit

Card Type Account Number Account Status Designated User User D

Hierarchy Assignments

o« WiewiAdd Processing Hierarchy Assignments
» YiewisAdd Reporing Hierarchy Assignments

Contact Information Edit
Address 1: 500 Chesthut Street Phone Number: 215-123-1234

Address 2: Fax Number:

City: Philadelphia Email Address: janedoe@army.mil
State/Province: PA Other:

Zip/Postal Code: 19106 Email Notification: Staterent Motification

Country: United States

== Backto User Profile Home

Learn More: Afteryoucreate a user profile, you can modify the profile at

any time. For steps and additional information on user profiles, refer to the Access
Online: User Profile user guide and lesson. Keep in mind that users can also modify
their personal information, including password, authentication, e-mail notifications,
and contact information as described in the Access Online: Managing My Personal
Information user guide and lesson.

©2010 U.S. Bancorp 20
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Unlock a User ID

If a cardholder exceeds the allowed login attempts, for security reasons, Access
Online locks the user ID and the user cannot log in to the system. You can easily
unlock a locked user ID. Keep in mind that this action does not open or close any
accounts associated with the user ID. This action simply unlocks (or locks) the
user’s ability to log into Access Online.

U.S. Bank Access® Online

Request Status Queue

Active Work Qu User Profiles
User Setup and Search

To locate a specific user, enter full or partial information for one ofthe fields below and click Search. You can
also Setup a new user.

User|D:

User Last Mame: User First Mame:
My Personal Information OR I

Account Mumber:
OR

Home
Contact Us

Search

To unlock a user ID, select the System Administration high-level task and then
select the User Profiles option. Search and select the user ID.

©2010 U.S. Bancorp 21
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User Profiles
Manage Login Information

Enterthe user login information.

User Type: Client User
*=required

Last Mame™ First Mame™ Ml

User |DZ*('." to 20 alpha-numeric characters)

If the Data Exchange Batch Script
check box displays, do not select
the check box.

[T Data Exchange Batch Script

PESSWDI’E{Z*(B to 20 alpha-numeric characters QR

12 to 20 alpha-numeric characters for Lata Exchange Batch Script) If needed you can re Specify a

temporary password for the user.
The user can use the temporary
password to log in and reset the

password.

Re-enter Password:™

Authentication Guestion™
|h.|1|:|ther's Maiden Marne j

Authentication Response™

User Arcess Statug™
I.ﬂxctive 'I

Do not edit the authentication
guestion and response. Users can
edit this information themselves.

™ approval Manager ~ Select Active to unlock a user ID.

Functional Entitlernent Group:™*

Haold dowen the Cirl key to make multiple selections

AOPC Wiew Functional Entitlerment Group detail

Select only one group at a time to wiew detail.

Arcounting Code View:

EEI

== Backto U=er Profile Home

Next, select Active from the User Access Status drop-down list. If you want to lock
a user out of the system, you can select Inactive (for temporary deactivation) or
Removed (to permanently remove the user ID from the system). Click Save when
you are done.

©2010 U.S. Bancorp 22



Army A/OPC

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 desighated A/OPC to review and approve the completed setup before

submitting the setup to U.S. Bank for processing. Below are two sample scenarios:
one with workflow and one without.

Managing Account Setup with Workflow

F
A/OPC: Resource Manager:
: : A/OPC: i
- Demographics - Authorization Limits (Part) A U.S. Bank:
- Account Information - Extract Information - Authorization Limits (Part) - Final Processing

- Final Review

- Accounting Code

You and the Resource Manager 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 o B
- Extract Information

- Default Accounting Code
- Final Review

- Final Processing

Learn More . Referto Work with Queues on page 73 for information.
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ccess” Online

Account Administration

Cardholder Accounts

" Create Mew Cardholder Account
Setup a new cardholder account by specifying
the product, demographic infarmation, account
information, accounting codes and
authorization limits.

" Unlock Cardholder Account
Reset a cardholder's account if [oc ) zeesut
during Online Registration.

Managing Accounts

" Create Mew Managing Accdunt
Set up a new managing account by specifying
the product, demographic information, account
information, extract infarmation, accounting
codes and authaorization limits.

Active Work Queue

" Maintain Cardholder Account
Update dermographic infarmation, account
infarmation {change account status),
accounting codes and authorization limits on a
cardholder account.

" Maintain Manading Account
Update demographic infarmation, account
information {change account status), extract
information, accounting codes and
autharization limits on a managing account.

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

* Log Out

To set up a new managing account:

1. Selectthe Account Administration high-level task.

2. Click the Create New Managing Account link.
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- ]
Managing Account

Setup Demographics

Demographics == Account information ==p Exract Information =P Accounting Code = Authorization Limits

Enter demographic infarmation, then save and continue.
Product: PURCHASING

Status:

“ = required The breadcrumbs let
you know where you

Last Name:* First Mame:* |n|1|_ are in the process.

Drate of Birth:

ponlh_ Day _ rear Do not specify a birth

=l =]

date. The Army does not
require this information.

ldentification Mumber:

Tax Exempt Mumhber:

Any text you type in the Third
Line Embossing field will be
embossed on all the Billing

Cptional 1: Third Line Emhossing:

| 2

Address 1 Address 20 Official and cardholder cards.
City* StatelProvince:(” if USA or Canaday  ZIP/POstal Codei” it USA o Canada)

| [ =

Country®

wilork Phone:” Home Phone:

Alternate Phone: Fax:

Email Address:

Demographics Comments:

Note: the maximur unt of characters allowed is 254,
Character count i

Save & Cdfitinue File For Later Cancel Setup

3. Specify demographic information in all the required fields (marked with a red
asterisk).

Specify any optional information as appropriate for your agency.

Click the Save and Continue button.
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. A
Managing Account

Setup Account Information

Cemographics === Account Information == Exdract Information === Accounting Code == Authorization Limits

Enter account information, then file for [ater.

Product: FURCHASIMNG

Name: Terry Jones
If you are not using

If you are using

Status:
workflow, then your workflow, then your
. next setup screen Is next setup screen is
= required Extract Information. Authorization limits.

Hierarchy Position

Bank: Agent

3058 0066 Search for Hierarchygsition

Organization Name* ﬁ

Account Information

Cycle Day:

Expiration Date:

Termp Auth Start Date:l j I j I Note: Tempaorary Authorization Dates allow purchases for a specific
period oftime. Purchases attempted prior to the start date and after

Termp Auth End Date: | | | | I the end date are declined.

Reporting Level
Lvl1:® Ll 207 Ll 3:° Lyl 4:° Ll a:* Lyl B Ll 7:

|4?153 IUDE'21 o003z noan2 ooom I I Search for Reporting Level

Accoumt Information Comments:

Billing Official

Note: the maximur, Zunt of characters allowed is 29
Character count /0

Save & Continue File For Later Cancel Setup

6. Specify information in the required fields, including organization name and
reporting level.

7. Click the Save and Continue button. If you are using workflow, then the next
screen you work on is the Authorization Limits screen, since your Resource
Manager sets up the extract information, accounting code, and part of the
authorization limits. Skip to Step 18. If you are not using workflow, then you
specify this information.
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Learn More: ifyour organization uses workflow, then your Resource
Manager completes the Extract portion of the managing account setup. The
Resource Manager accesses all setup tasks from the active work queue. Refer to
the Access Online: Army Resource Manager User Guide for additional information
on how the Resource Manager completes task using the workflow process.

U.S. Bank Access®Online

Active Work Queue

Select a task to wark:

Records 1 -1 of 1
Account Information Befresh List

Data Exchange

Request Type Product Account Name Start Date
Reporting M& Data Entrye-Auth Limits  MANAGING ACCOUNT SETUP  Purchasging  Jones Terry 07iza 1215

My Personal Information X
Refresh List
Records 1- 1 of 1

Home
Contact Us
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. A
Managing Account

Setup Extract Information

Demographics === Account Information == BExtract Infformation == Accounting Code == Authorization Limits
Enter extract information, then save and continue.

Product: PURCHASING

Name:  TerryJones

Status:

Q Electronic Data Interchange (EDI) Routing Number

nd Tyvpe Value ‘
N

Imwoice I Search for Walue

[~ Obligation | Search for Yalue then your Resource Manager

[T CostTransfer Search for Yalue

managing account setup.

XU aCT mnonmuon Cominnenms:

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

Note: the maximum amount of characters al
Character count=10

Save & Continue File For Later Cancel Setup

8. Select a check box in the Send column.

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

L earn More. Arouteris avalue 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.
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Search & Select EDI Routing Number Value

Type: Invoice /

Walue: | 4

Q Descriptinn:|

N search J

You can search by
router number in
the Value field.

Select the Routing Mumber VYalue you wantio use,

Q Records 1-5 of &

\\HQMDE Arrmy Invoice 1
HE0105 Army Invoice 2

== Backta Managaing Account Setup

10. Specify search criteria, including the router number, if you know it.
11. Click the Search button.
12. Click the value link from the list of values that match your search criteria.
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. 4
Managing Account

Setup Extract Information

Demodgraphics == Account Information == Extract Infformation == Accounting Code == Authorization Limits

Enter extract information, then save and continue.
Product: PURCHASING
Name: Terry Jones

Status:

Electronic Data Interchange {(EDI) Routing Number

Value
¥ Irwoice |AIN821 Search for Walue
¥  Chligation |HQD1DS Search for Value
T CostTransfer | Search for Walue

Extract Information Comments:

Note: the maximum amaunt of characters allowed i 254,

-

Naracter count=10

Save & Continue

File For Later Cancel Setup

13. Click Save and Continue.
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Managing Account
Setup Default Accounting Code

Demoaraphics == Accountinformation = ExtractInformation = Accounting Code —p Authorization Limits

Enter segment values, then save and continue

Product: FPURCHASING {
Name: Terry Jones
Status:

You may not need to attach a
different AVC.

Account Validation Control (AVC) Name: 00E8E6Training Swiitch AVC

Reallocation Method:

' Na Reallocation
\('- Reallocate by Accounting Yalidation Contral
" Reallocate by Alternate Accounting Codes

Default Accounting Code

Segment Name (Length)

23456784012

[e3340

40888338

Q search for valid value

Associated Alternate Accounting Codes
Select AACS

Accounting Code - Segment Name(Length)
Remove Alternate Accounting Code Name AFPPROI IO [0 [8][e EC{(12) MFP
o Altemate Accourting Cades sm associsted. Use Hre link Select AACs to assaciate Attemate Accounting Codes.

Select AACS

Default Accounting Code Comments:

Note: the maximum amount of characters allowed is 254
Character count=0
Save & Continue File For Later §

14. 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.
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. 4
Managing Accounts

Search & Select Account Validation Control

Product: FPURCHASING
Name: Terry Jones
Status:

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

:Rccount\fa\idation Cantral (AYC) MName: The Seal’Ch Crltel’la you Select W|”

be unique to your organization
(e.g., Stanfins for accounting code
structure name).

'
Accounting Code Structure MName

AVC Type:
All 52

Processing Hierarchy Position:
Bank:  Agent:

N

A e i B ey i gy el A i

Records 1 -G of 6

# Alternate Hierarchy Position

Select AVC Name Code Structure AVC Type Parent AVC ting Codes Bank  Agent  Segment(s)
(o 00B6BCanversionTraining DEMO ACS Child Demao AYC (Stanfins) 2 3058 0066 APPROPRIATION | OAC | ASH
\" 0066CemoChild DEMO ACS Child Demo AVC (Stanfins) 3 3058 0066 APPROPRIATION , OAC | ASN
N 0066Demanstration DEMO ACS Child Derno AYC (|APSIGAFS - O&M) 3 32058 0066 APPROPRIATION | OAC | ASH
[ 0066Training DEMO ACE Child Demo AVC (IAPBIGAFS - Q&) 3 3058 0066 APPROPRIATION , OAC , ASN
& Demo AYC (JAPSIGAFS - O&M) DEMO ACS Parent 2 3058 0066 APPROPRIATION , OAC , ASN
(ol Demo AVC (Stanfins) DEMO ACS Parent 2 3088 0066 APFROFPRIATION | OAC | ASN

Records 1 - 6 of 6

B Seiect )

P p B 9

c. Specify search criteria.

d. Click the Search button.

e. Selectthe AVC’s radio button.
Click the Select button.

—
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Managing Account
Setup Default Accounting Code

[u] —> AccountInformation = Exfractinformation — ing Code —= Authorization Limits

Enter segment values, then save and continue
Product:  FURCHASING

Name: Terry Jones
Status:

Account Validation Control (AVC) Name:  0066Training Switch AVC
Reallocation Method:

' No Reallocation
\f" Reallocate by Accounting Yalidation Cantrol

Reallocate by Alternate Accounting Codes

Default Accounting Code

Segment Name (Length)
APPROPRIATION (20)

54540000000000000004 = Qg

Q Search for valid value

ORG (8)
123456789012 BE0ABEAE

23340

Q

Associated Alternate Accounting Codes
Nelect A4

This screen shows some values
already specified for the default
accounting code.

Accou
Remove AHernate Accounting Code Name AP
Mo Altemate Accaunting Codes are assaciated. Use the link Seles

SelectAACs

Default Accounting Code Comments: v

Note: the maximurm amount of characters allowed is 254. _I

Character count= 0

§

15. 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.

16. To attach an alternate accounting code:
a. Select the Reallocate by Alternate Accounting Code 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:  0086Demanstration

Search for an Alternate Accounting Code by typing a full or partial Name andfor typing a full or partial Segment Value
and optionally selecting whether to search in all segments, one specific segment, or many segments. Select
whether to gearch for the Mame andior Segment¥alue only at the beginning of the field or ampwhere 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 o 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 Name(s).
I contained amwhere within Nate: Hold down the Cirl key to make multiple selections.

Search Type: | Begins with ¥
Display | 25 Alternate Accounting Codes per page

\\search ]

Alternate Accounting Code List

Check All Shown | Uncheek All Shawn

Records 1-3 of &

Accounting Code - Segment Name(Length)
APPROPRIATION (20) OAC(2) ASN(5)
54540000000000000004 | &7

4R560000000000000001
54540000000000000004

FMS (12)
465787345454

321247843212
708712321222

ALB)  IFS (18)
STTTO5 | 664787870STETETE6T

877705 | 179897987614645444
112202 | 064645644543646545

PEC (12)
554807231674

987654321159
123456789357

ORG (8)
65498723

87654321
12345678

Select Alternate Accounting Code Name
|l COffice Supplies

B1879876
4546546

h Seminars

[l Utilities

Records 1-3 of &

ChedcAll Shown | Uncheck All Shown

P scioct

o9 5 p

c. Specify search criteria.

d. Click the Search button.

e. Select the check box for the AAC you want.
Click the Select button.

—
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Managing Account
Setup Default Accounting Code

Cemographics == Account Information == Earact Information =+ Accounting Code = Authorization Limits
Enter segment values, then save and continue.

Product: PURCHASIMG

Name: Terry Jones

Status:

Account Validation Control (AVC) Name: 00660emonstration Shitch AWC

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

Default Accounting Code

Segment Name (Length)

APPROPRIATION (200 ASM (8) (i) EC {12
|2334DDDDDDDDDDDDDDDD “Q 11222 Q IAFPCH Q |98?85432198? *

Q Search for valid value

Associated Alternate Accounting Codes
Select AMCS

Records 1 - 1 of 1

Accounting Code - Segment Name(Length)

Remove Alternate Accounting Code Name APPROFPRIATION (20) 5 ' i}
r Office Supplies 54540000000000000004 564897231674

Records 1 - 1 of 1

Remove

Select AMCS

Default Accounting Code Comments:

Note: the maximum amount of characters allowed is 264,
Character count=10

ave & Continue File For Later

L.

17. When you are done specifying the default accounting code and/or the alternate
accounting code, review your work and then click the Save and Continue
button.
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Managing Account
Setup Authorization Limits

I Client Relationship: United States Army Switeh Relationships

Demoographics == Account Information == Exract Information == Accounting Code == Authorization Limits
Enter autharization limits, then Save & Continue

Product: PURCHASING

Name:  Tetry Jones

The Credit Limit should be three
times the cycle limit.

Status:

* = required

Authorization Limits

%ﬁn Limit *
o

% Cash
0 (01003
Fiscal First Month:

10
Standard Velocity Limits

e Purchase Limit. *

||
The Army does not use the
Percent Cash field.

\chle Dallar: * Cycle Transaction:
[ |
Quartetly Dollar Quarterly Transaction:
“early Dollar: Yearly Transaction:

Custom Velocity Limits

If you are using workflow, then
the Resource Manager sets up
some of the authorization limits.

Other Dollar: Other Transaction:

Refresh From Date:
Month DCiay Year

- -

Mote:if the Refresh From Cate is entered, Refresh to Date or Days in Refresh Cyole is,

Refresh Ta Date:
Wonth Day Year

@ I vl -
Days in Refresh Cyele:
o

Merchant Autherization Controls
Add a Contral

Control Authorization Action Single Purchase Limit Type Action

Mo Memkant Authorzation Cortmols cumendly exist for thiz account.

Authorization Limits Comments:

Note: the maxiunTamount of characters allowed is 254
Character ifint= 0

Save & Continue

File For Later 3l Cancel Setup ]

18. Type a dollar value for the credit limit that is three times the cycle limit.
19. Type 0 in the % Cash field for a managing account.
20. Type a cycle dollar value that is one third of the credit limit.

21. When you are done, click the Save and Continue button.
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T7p! You set the merchant authorization controls on a cardholder account, not a

managing account, so you do not normally need to specify them during a managing
account setup.

If you are using the workflow process, then the setup goes to your Resource
Manager for additional setup tasks, such as accounting code specification,
attachment of AVCs or AACs, and some of the authorization limits. Once the
Resource Manager completes these tasks, then the setup will come back to you for
your part of authorization limit setup, plus your review and final approval.

If you are not using the workflow process, and you completed all the setup tasks
yourself, then the setup comes to U.S. Bank for final processing.
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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.

As the A/IOPC, you complete the Demographics screen portion of the set up, leave
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 Demographics

Demographics == Account information = Exdractinformation == Accounting Code == Authorization Limits

Enter demographic information, then save and continue
Product: PURCHASING
Status:

* = reguired

Last Mame:* First Mame:* Ml

| | -

Drate of Birth:
Wonth Day Year

- -

Identification Mumber:
Tax Exempt Numhber:

Ciplional 1: Third Line Emhossing
Address 1" Address 2:
City:* State/Provincer” if USa or Canaday  ZIPPOStAl Codex” if USA or Canada)

| [ =

Country:®

Work Phone:” Home Phone:

Alternate Fhone: Fax

Email Address

Demographics Comments:

L]

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

Save & Continue File For Later

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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Setup Authorization Limits

Switch Relationships

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

[ Cliert Rel=tion=hip: United States Amy

Enter authaorization limits, then Save & Continue

Product: PURCHASIMNG
Name: Chris P Jones
Status:

* = required

Authorization Limits

Credit Lirmit: *

0

% Cash:

lD— (0-100)
Fiscal First Month:

Single Purchase Limit *

Standard Velocity Limits

Cycle Dollar: Cycle Transaction:

o [o

Quarterly Dollar: Quarterly Transaction:
o [0

Yearly Dollar: Yearly Transaction:

o [o
Custom Velocity Limits

Other Dallar: Other Transaction:
o [o

Refresh From Date:
Month  Day Year

- -

Mote:If the Refresh From Date is entared, Refresh to Date or Days in Refresh Cyele is requirad

Refresh To Date
Month Day Year

& - | vl
Days in Refresh Cycle
-

Refer to Managing Account:
W Single Purchage Limit

Merchant Autherization Controls
Add a Control

Control Authorization Action Single Purchase Limit Type Action

Mo Memhant Authoidzation Comtrols cumeably exist for this account.

Authorization Limits Comments:

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

Save & Continue File For Later

Note: Credit Limit equals three times the Gyele Limit (Cycle Limit s the Amount of Funds authorized to be spentin a billing cycle)

Army A/OPC

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

non-EDI managing account setup.
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Perform Final Approval

To perform a final review on a managing account setup, you simply access the
managing account setup from your active work queue and review each screen to
approve or reject the information. If you reject a screen, you need to specify a
reason. At that point the managing account setup goes to the active work queue of
the user who completed the setup task in the first place, that person fixes the
problem and then the setup comes back to your active work queue. You access the
setup again and begin the screen-by-screen review process again until you are able
to approve all the screens in the setup. At that point, the approved setup comes to
U.S. Bank for final processing. For additional information, refer to Perform a Setup
Final Review and Approval on page 60. You can also refer to the Access Online:
Managing Account Setup and Maintenance user guide and lesson.

Modify an Existing Managing Account

Once a managing account exists in Access Online, you can modify the account at
any time.

U.S. Bank Access”Online

Request Status O

Account Administration

Cardholder Accounts

" Create Mew Cardholder Account " Maintain Cardholder Account
Set up a new cardholder account by specifying Update demographic infarmation, account
the praduct, demagraphic infarmation, account information {change account status),
information, accounting codes and accounting codes and authorization limits on a
autharization limits. cardholder account.
Data Exchange
Reporting ® Unlock Cardholder Account
My Personal Information Reseta cardholder's account if locked out

during Online Registration.

Managing Accounts

Home ® Create Mew Managing Account " Maintain Managfng Account
Contact Us Set up a new managing account by specifying Update demographic infarmation, account
} the product, demographic information, account infarmation {change account status), extract
infarmation, extract information, accounting information, accounting codes and
codes and autharization limits. autharization limits on a managing account.

Active Work Queue
Wiew the tasks to be completed and the progress aof the account setup in the Active Work 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 Bumber, Mame, or Company Mumber,

Managing Account Mumber:

Managing Account Mame: ﬂ

OR | 7

Last Mame: First Mame:
QR | |

Company MNegber:
OR

Fecards 1 -2 of 2

4716304556611542 ARMY 1
4716304556606120 ARMY 2

Specify search criteria.
Click the Search button.

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

I Managing Accourt Number: 47 16304556606120, AR MY Switeh Accounts |

Select a task to maintain its contents. Repeat if changes are reguire
account requests in the request status queue.

If your organization uses
workflow, then you do not have
extract and accounting code
maintenance tasks available.

Product: Purchasing Bank:
Name:  ARMY

Status:  ""-OFEM

Description
Demongraphic InfAmation  Input account name, address, and other contact information.

Input other account information such as account status, hierarchy position,
cycle day, and open date.

Input authaorization limit information such as credit limit, single purchase limit,
and available credit.

Account Infnrréinn

Autharization Limnits

The information you have available to modify depends on if you are using the
workflow process or not. As an A/OPC, you do not have the extract and accounting
code screens available to you to modify. Your Resource Manager can modify this
information. If you are not using workflow, then you have each screen available to
you.

6. Inall 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.

Learn More: Forinformation and steps, refer to the Access Online:
Managing Account Setup and Maintenance user guide and lesson.

©2010 U.S. Bancorp 42



Army A/OPC

Perform a Managing Account Maintenance Final
Review

As the A/OPC, you review and final-approve the managing account maintenance
requests that the Resource Manager makes to the managing account's default
accounting code, authorization limits (e.g., credit limits), and extract information
(e.g., EDI 810/821 routers).

After the Resource Manager updates the managing account, the Resource Manager
submits the request. The request displays in your active work queue. After you
access and review the request, you either approve or reject the request. If you
approve the request, the change becomes effective immediately. The request stays
in the request status queue for two weeks with a Completed status. After two
weeks, the request stays archived in the system and you can access information
about the request by running the Request Status Queue report.

If you reject the request, you specify a reject reason and the request returns to the
Resource Manager's active work queue. The Resource Manager accesses the
rejected requests, fixes the request, and then resubmits the request to you for final
review and approval.

Request Sta

Active Work Queue H - R oG
T Active Work Queue g
Queue _ S— _
System Administration I Client Relationship: account admin test 3058 Swiiteh Relationships

Account Administration L
Payment Plus Setup Cardholder Account | haintain Cardholder Account

Order Management Setup Managing Account | Maintain Managing Account
Transaction Management
Trawel Expense

Select a task to wark.

nnll:tr;ag:;z:lnge Fecords 1- 23 of 23
Enhanced Supplier Refiesh List
Management Task (Select Task) Request Type Product Account Name Start Date
;::::;’i':lé"f"""*’"“" Final Review-Auth Limits CARDHOLDER AUTHLIMITS MAINTENANCE  Purchasing ganchez, John 0905 10:49
My Personal Information Final Review-Dermoor@N  CARDHOLDER DEMOGRAPHIC MAINTENANCE  Purchasing Anderson, Wary 10/07 12:34
Data Entry-Default Ac CARDHOLDER SETUP FPurchasing Stith, Margaret 10507 12:41
Eeject-Auth Limits MANAGING ACCT AUTHLIMITS MAINTENAMCE  Purchasing Garcia, Juan 10607 16:01
Data Entry-Acct IpA CARDHOLDER SETUP Furchasing Martinelli, Joan 10508 10:47
Home Final Review-Atcounting Code  MANAGING DAC MAINTENANCE Purchasing Andrews, Mark 1013 11:29
Contact Us Einal Review-Demodraphics  MANAGING DEMOGRAPHIC MAINTENANCE Furchasing Johnson, Robert 10141216
Einal Review-Auth Limits CARDHOLDER AUTHLIMITS MAINTENANCE Furchasing Smith, Chris 101513
Final Review-Demodraphics CARDHOLDER DEMOGRAPHIC MAINTENAMCE  Purchasing Jengen, Lars 101513.09
Final Review-Demodraphics CARDHOLDER DEMOGRAPHIC MAINTEMAMCE  Purchasing Montaamery, Arthur 10M1610:03
inal Review-Accpunting Code  CARDHOLDER DR MA A Purchasin Fgure Jean 10ME 1227

To perform a final review on a managing account maintenance request:

1. Selectthe Active Work Queue high-level task from the Left-Column Navigation
Bar.

2. Click the link for the managing account maintenance request that you want to
review.
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Final Review Managing Account Maintenance
Extract Information

Product: Purchasing
Name: mMAC JTEST
Status:  ""-OPER

Electronic Data Interchange (EDI) Routing Number

Current New
Value Value
Send Type Value Send Tvpe Value
il Invoice = Invoice ABC123
- Credit Invoice - Credit lnvoice
= Ohligation - Dhligation
- Cost Transfer - Cost Transfer
Be sure to review
X Removed any comments.

Extract Information Comments:

Click the Reject button to return
the request to the A/OPC'’s or
Resource Manager’s active work
gueue.

== Hack to Active Work Quele

Review the current value (on the left) and the new value (on the right) and
select an approval option:

a. To approve, click the Approve & Submit button. A confirmation message
displays and the approved managing account maintenance request moves
to the request status queue.

—Or-

b. To reject, click the Reject button. The maintenance request returns to the
active work queue of the A/JOPC or Resource Manager who initiated the
request.
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Learn More: Afteryou click the Approve and Submit button, the Active

Work Queue screen displays with the maintenance request you just approved no
longer displayed. You can check on the status of the maintenance request by
accessing the request status queue. Simply click the Request Status Queue high-
level task. You can view all requests and their status in the request status queue.
Note that some are pending final review, some are pending correction from being

rejected, and some are ready for the system to process.

Request Status Queue
Account Requests

I Client Relationship: Account Admin Mix

Switch Relationships

Setup Cardholder Account | Maintain Cardholder Account
Setup Managing Account | Maintain Manading Account

Select a request to view the details.

Records 1- 25 of 52
Fage: 1|23

Delete
Request

Request Status Account Number

[View Details)

Request Type Start Date  Account Name

:Iaitrngn;arwlqtg You can delete a maintenance request with a
L amplete -
Pending status. A Complete status means that U.S.
Pending-Final Bank has completed processing the request.
Review
o MANAGING
EE:%'VT'F'”E” 1675 EXTRACTINFO  10/2010:32 TESTMACJ 102010:32  Online
Lh. . _ ﬂﬁwwﬁmﬂﬁwmnm e P e I e i
o Bl 120 DEMOGRAPH 10My3:37 TEST TEST 10A8 1 4:02—"Dnline
Acct Complete MAIMTENANGE
. CARDHOLDER
gm?;;\m”m 9177 DEMOGRAPHIC  10/1311:00 GARCIA, PHILIP 10/1811:00  Online
SN MAINTENANCE
Setun CHACCt  y7ypanpgor4nisee ConDHOLDER  ynq400:43  ANIS MUHAMMAD 10140948 Online
Complete SETUP

.. —— 1

Refresh List

Last Update Update Method

Select a request and click the
Delete Request button to delete a
request before it is finalized.

Records 1 - 25 of 53
Page:t |22

Delete Request

Refresh List
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Learn More: ifyouneed to reject maintenance request, simply click the

Reject button, specify a reason, and click the Send button. Access Online sends
the rejected request to the active work queue of the A/OPC or Resource Manager
who requested the change.

Reject Managing Account Maintenance
Extract Information

Feject Reason: *

| [—

Note: the maximum amount of characters allowed is 255,
Character count=10

== Hack to Final Review - Extract Information

Active Work Queue m

I Cliert Relationship: account admin test 3058 Switch Relationships

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

Select a task to work.

Records 1 - 23 of 23
Refresh List

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

Final Review-Auth Limits CARDHOLDER AUTHLIMITS MAINTEMNAMCE Purchasing Sanchez, John 0e/0810:449
Final Review-Demographics  CARDHOLDER DEMOGRAPHIC MAINTENMANCE  Purchasing Andersan, Mary 10/07 12:34
Data Entry-Default Acct Code CARDHOLDER SETUP Furchasing Smith, Margaret 1007 12:41
EejectAuth Limits MAMNAGING ACCT AUTHLIMITS MAINTENANCE  Purchasing Garcia, Juan 10/07 16:01

CARDHOLDER SETUP FPurchasing Martinelli, Joan 10/08 10:47
Code  MAMNAGING DAC MAINTENANCE Purchasing Andrews, Mark 10/1311:29
MANAGING DEMOGRAPHIC MAINTEMANGE Purchasing Johnson, Robert 101141216
OLDER AUTHLIMITS MAINTEMNAMCE Furchasing Smith, Chris 10115130
hseh, Lars 10i1513:098
ontgomery, Arthur 1016 10:03
ure, Jean 1016 12:27

Note the maintenance requests with Reject statuses. Click
] the link, review the reject reason, make any necessary

L] changes to the request, and resubmit for final approval.
You can also see which maintenance requests are ready
for final review.
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Set Up a Cardholder Account

You can easily set up new cardholder accounts and modify existing cardholder
accounts. The setup procedure requires you to enter data about the cardholder on
four screens that contain the following account information:

e Demographics
e Accountinformation
e Default accounting code

e Authorization limits

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 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.
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Cardholder Account Setup with Workflow

e gl
f‘é?:og;phics Resource Manager: AIOPC: U.S. Bank:
LA ccountilofamenan - Authorization Limits (Part) - Authorization Limits (Part) - Final Processing

- Accounting Code - Final Review

You and the Resource Manager pick up
setup tasks in the active work queue.

Cardholder Account Setup Without Workflow

FEER
A/OPC:
- Demographics
- Account Information U.S. Bank:

- Authorization Limits - Final Processing
- Default Accounting Code
- Final Review

Learn More: RefertoWork with Queues on page 73 for information.
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Set Up a New Cardholder Account

U.S. Bank Access”® Online

P

Account Administrati * Log Out

Cardholder Accounts

" Create Mew Cardholder Account ® Maintain Cardholder Account
Set up a new cardholder account by specifying Lpdate demographic information, account
the product, demaographic information, account infarmation {change account status),
infarmation, accounting codes and accounting codes and authorization limits on a
authorization limits. cardholder account.
Data Exchange
Repol " Unlock Cardholder Account
My Personal Information Reset a cardhalder's account if locked out

during Online Registratian.

Managing Accounts

Home " Create New Manadging Account " Maintain Managing Account
Contact Us Setup a new managing account by specifying Update dernographic information, account
} the product, demaographic information, account infarmation {change account status), exract
information, extract infarmation, accounting infarmation, accounting codes and
codes and authorization limits. autharization limits on a managing account.

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

To set up a new cardholder account:
1. Selectthe Account Administration high-level task.
2. Click the Create New Cardholder Account link.
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Setup Demographics

Demographics == Account Information == Accounting Code === Authorization Limits
Enter demographic infarmation, then Save & Continue.

“ = reguired

The breadcrumbs let
you know where you
are in the process.

Product: PURCHASING
Last Mame:* First Mame:” ml:
| | 7

Date of Birth:

Army A/OPC

Month  Day  Year
[ = =

Identification Mumber:

_J

Do not specify a birth
date. The Army does not
require this information.

Tax Exermnpt Mumber:

[ e nter

Optianal 1: Third Line Embossing:

| S

Address 1:* Address 2

| |

ICit;r:' IStateﬂwince;(' if USA or Canada) ZipPostal Code:¢" if USa or Canada)
Country*

-

Wark Phone™  Home Fhaone:

Alternate Phone: Fax:

| |
Email Address:

| Click the File for Later
button to save the task in
your active work queue.

Demographics Commems:

Mote: the maxim@nount of characterg

Save & Continue File For Later Cancel Setup

Fill in all the required fields (marked with a red asterisk), including Last Name,

First Name, Address 1, City, State, ZIP/Postal Code, Country, and Work Phone.

agency.

Add additional optional information, such as embossing, as appropriate for your

Type any comments to share with other users with access to this account.

Click the Save and Continue button.
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Cardholder Account
Setup Account Infermation

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

Enter account information, then Save & Continue.,
Praduct: PLIRCHASIMG
Hame: Chris P Jones
Status:

Required fields
have a red asterisk.

“= required

Hierarchy Posit)

Bank Agent®
3058 | |

Save & Continue Cancel Setup

7 I I Search for Position

7. Specify the agent and company processing hierarchy values for the account:

a. Type exact agency and company values in the Agent and Comp fields and
click Save and Continue.

—Or-—

b. Click the Search for Position link to search and select agent and company
values for the correct processing hierarchy position. As soon as you select a
position, then the next setup screen activates.
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]
Cardholder Account

Setup Account Infermation
Derographics == Account Information —= Accounting Code == Authorization Limits

Enter account information, then Save & Continue
Product: PURCHASING

Hame: Chris P Jones

Status:

“ = required

Hierarchy Position

Bank: Agent. Comp: Div. Dept:
3058 0066 117490 Search for Position

QOrganization Name
IACA MNORTH

Account Information

Managing Account. 47163045566061 20
Cycle Day 18
Expiration Date:

Month Day

Temp Auth Start Date.m m

Mote: Temparary Autharization Dates allow purchases for a specific
period oftime. Purchases atternpted prior to the start date and after
the end date are declined.

Month  Day
Temp Auth End Date: Iﬁ l_'
Plastic s, without pin ¥
Checks Cives & o

Checks not al: The only hierarchy positions you
can select are the positions that

your user ID is associated with.

& Checks notvalid over the dollar amount of. § | 3000
Alternate Address 1: |

Alternate Address 2 |

Alternate Cily —
Alternate State m

Aternate countn: [ 7]
Alternate Zip Code: I—

Reporting Level
Lvl1 Lvl 2 Ll 3 Lvl 4 Vi Lvl B Lwl 7

11740 I I 'I I I Search for Reporting Level
Account Information Comments: T
[

Aracters allowed is 254

Note: the maximurm amoyy
Character count=10

Fil For Later

8. Select card plastic options.

71! 1fyou are setting up a convenience check account, then select No for
plastic card and Yes for checks and set the dollar amount to the amount required,
but not more than $3,000. For foreign drafts, select No for plastic and No for checks
and contact your relationship management team when the setup is complete.

9. Specify a reporting hierarchy position for the cardholder account.

10. Specify any additional information, including temporary authorization dates.
These dates let you set a time period during which the account is active (e.g.,
for two months at the end of the year), alternate address information, reporting
hierarchy position, and/or comments.

11. Click the Save and Continue button. If you are using workflow, then the next
screen you work on is the Authorization Limits screen. (The Resource Manager
specifies the default accounting code and part of authorization limits.) Skip to
Step 17. If you are not using the workflow function, then you will also need to
specify the accounting code information.
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A
Cardholder Account

Setup Default Accounting Code |f your Organization uses
workflow, then your resource
manager specifies the default

accounting code.

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

Enter segmentwalues, then save and continue.

Product: PURCHASING
Name: Chris P Jones
Status:

Segment Name (Length)
APPROPR

11220000000000000002 * Q |54544 QU IEEEEEE Q IWZ]EWZ]EWZ]E *
Q sgearch farvalid value
Default Accounting Code Comments:
El
- g
Note: the maximum amount of characters allowed is 254

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

Cardholder Accounts
Search & Select Valid Value

Enter full or pattial seament values, segment value descriptions, or leave hlank to view all valid values. Then
click the "Search" button.

APPROPRIATION (20)
Walue: |5
Description: |
Search Type:

IEIegins wiyith 'I

Q Display |25 'I Yallues per page

Search

Select a walid value fram the results list below.

Q Records 4 -2 of 2

APPROPRIATION

Select 54540000000000000004

Select SE560000000000000001

Records 1 -2 of 2
== Backta Setup Default Accounting Cade

13. Specify search criteria in the Value, Description and/or Search Type fields.
14. Click the Search button.

15. Click the Select link for the value you want to use for that segment.
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Ti,O / An error icon displays to let you know if you have specified a non-valid
value.

M |BEEBEE O |1

]

Cardholder Account b % Log Out

Setup Default Accounting Code

Demographics == Account Information === Accounting Code == Authorization Limits
Enter segment values, then save and caontinue.

Product: PURCHASING

Name: Chris P Jones
Status:

Segment Name (Length)
APPROPRIATION {20}

IE454DDDDDDDDDDDDDDD4 “Q

UIC (BY PEC (12

AFPCTT  Q |12121 a1z ¢

Q

Q gearch for valid value <
Default Accounting Code Comments: {
=l
Q Note: the maximum amount of characters allowed is 254,
Character count=10

16. When you are done, click the Save and Continue button.
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4
Cardholder Account

Setup Authorization Limits

I Client Relationship: United States Army Swnitch Relationships

Dermographics == Account Information == Accounting Code == Authorization Limits

Enter authorization limits, then Save & Continue.
Product: PURCHASIMNG

Name: Chris P Jones

Status:

* = required

Authorization Limits
HNote: Credit Limit equals three times the Cycle Limit {Cycle Limit is the Amount of Funds authorized to he spentin a orn
EL The A/OPC specifies the
Credit Limit: * Single Purchase Limit * . .
T —— single purchase limit.

% Cash
IU (0-100

Fiscal First Month: The credit limit equals the cycle limit.

Standard Velocity Limits

\Cycle Ciollar: * Cycle Transaction: i i
» [o Note if you are using workflow, you do not
Guarterly Dollar: Quartetly Transaction: specify all the velocity limits. The Resource
B P Manager specifies some of these values.

“featly Dollar ‘featly Transaction:
Io fo

Custom Velocity Limits

Qther Dollar: Qther Transaction:
o fo

Refresh From Date:
Month  Day Year

- -

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

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

Refresh To Date
Month  Day  Year

& vl -
Days in Refresh Cyele:
o

Referto Managing Account:
i W Single Purchase Limit
\Merchant Authorization Controls
anage Contrals

Control Authorization Action Single Purchase Limit Type Action

Mo Memkant Authorzation Contmls cameat!y exist forthiz aecount.

Autherization Limits Comments:

Mote: the maximum amount of characters allowed is 2564,
Character count=0

Save & Continue File For Later Cancel Setup

17. Specify the single purchase limit and any other necessary velocity limits.
18. Specify additional velocity limits, as needed.
19. To add merchant authorization controls:

a. Click the Manage Controls link.
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Search & Select a Merchant Authorization Control “

Product: Government Purch Bank: 058
Name: Chris P Johes 9 Agent: ang1
Status: Company: 23327

Search for a Merchant Authorization Contral by name or description. Leave the fields hlank to view all available
Merchant Authorization Controls.

]
Contral Mame:

Description:

Search

To add a control to the Selected Merchant Authorization Controls, selectthe control in the list on the left and click "Add". To remove a selected
control from the list, mark the control in the list on the right and click "Remove " When your selection(s) are complete, click"Select Contrals."

Records 26 - 50 of 1820
Page: 1|2 |2 (4567894044 |42 |42 |14 |15 4647 |12 49 |20 |21 (( 9d ) 24| 25 | 5= | last

Found Merchant Authorization Controls

Selected Merchant Authorization Controls

Select Control Description Type Action

Select Control Description Type Action
MCCG007. Custom  iewDetails | (EIEIETD | - mccoons Custom  iew Details

\ r
Ne  mecenos Custom  View Details m  DICOETE Custormn  ¥iew Details
W MCCGOna, Custom - View Details Note: Z controls added out of & maximum of 9.
| MCCGO10 Custom  Yiew Details
I MCCG010. Custom  Yiew Details
| MCCG011 Custom  Wiew Details
- MCCGE011, Custorm  View Details
- MCCG012 Custom  Wiew Details
- MCCGE0T2, Custorm Wiew Details
| MCCG013 Custom  ¥iew Details
I e T A i i e e T . s e
T 7 MESHI0E T T T eSO M Vi TTEt TS B e i T
r MCCGO0G Custom  View Details
Il MCCGEO06 Custorn  View Details
Il MCCGE007 Custorm  View Details

Records 1 - 25 of 12842
Page:d |2 | 214 8 8 7819101112123 |19 |15 |16 17 |18 19|20 |21 |22 |23 |29 |25 | 2> | last

Select Controls

== Hackta Authatization Limits

b. Search for a control, if needed, by typing search criteria and clicking the
Search button.

c. Select the controls you want to add.
d. Click the Add button.

e. Click the Select Controls button.

©2010 U.S. Bancorp 56



Army A/OPC

L.earn More: Click the View Details link to view the details of a control. Do
not click the Maintain button to set limits since your organization does not set limits
on the controls. You can also refer to the Access Online: Government Merchant
Category Codes user guide for additional information.

Cardholder Account
Merchant Authorization Control Detail

Cliert Relationship: Account Admin Test Gow Switch Relationships
Card Accourt Hurber: #==w==mmnm] 234 Chiiz Jones Switch Accounts

Product: Purchasing Bank: 3058
Name: CARDHOLDER TIMTEST2009 Agent: 0oE1
Status: ""-OFPEMN Company: 23327

Control Name: MCCGO08

Description:

Type:

MCC Field 1: 5300-5399,5021-5046,5051-5111,5131-5139,5193-5261,5611-5661,5691-57 35 5963
MCC Field 2: A970-5978,5992-5999 9399 1520-1799,7210-7211,7216-7217 7221, 7230,7251,7261
MCC Field 3: A931,727B6-7278,7296,7299,0742,0763,0780,2741,2791,2842 4225 4816,5051

MCC Field 4: G300,6381,6399,7311-7399,7622-7829,8111-8734 8911,8931,8999,3398 8641 8674
MCC Field 5: B659,9950,5935,5940-5943,5945-5950,7288,5531

Authorization Action: Include

Refer to Managing Account
Merchant Authorization Control: v

Diversion Account:
Credit Diversion Account:

Debit Only:

Single Purchase Limit: 1
Refer to Managing Account
Single Purchase Limit: Y

Standard Template Limits

Limit Total
Daily Dollar: 1]
Daily Transaction: 0
Cycle Dollar: 1]
Cycle Transaction: 0
Monthly Dollar: 0
Monthly Transaction: 0

Custom Template Limits

Limit Total
Other Dollar: a
Other Transaction: i}
Refresh From Date:
Refresh To Date:

Days in Refresh Cycle:

Refer to Managing Account
Velocity Limits:

== Back to Authorization Limits

i
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Cardholder Account
Setup Authorization Limits

[ ciert Relstionship: United States Amy

Switch Relationships

Demographics = Account Information = Accounting Code == Authorization Limits

Enter authaorization limits, then Save & Continue.

Product; PURCHASING
Name: Chris P Jones
Status:

= reguired

Authorization Limits

Credit Limit * Single Purchase Limit *
ISDDD 500
% Cash:

1] (0-100)

Fiscal First Month:

Standard Velocity Limits

Cyecle Dallar:* Cycle Transaction:
[s000 I

Quarterly Dallar: Quarterly Transaction:
fo [o

*Yeatly Dollar eatly Transaction:

[o o

Custom Velocity Limits

Other Dollar: Other Transaction:
fo [o

Refresh From Date

Month  Day fear

- -
Hote:lf the Reflesh From Date is entered, Refresh to Date or Days in Refresh Cycle is required.

Refresh To Date:
hionth Day

& - -

fear

HNote: Credit Limit equals three times the Cycle Limit (Cycle Limitis the Amount of Funds authorized to be spentin a hilling cycle).

A
* Log Out

Days in Refresh Cycle

o to automatically approve.

Refar to Managing Account:
W Single Purchase Limit

Merchant Authorization Control
Manage Controls

Control

Authorization Action Single Purchase Limit Type Action

MCCGO08  Approve 1 Custorn  Wiew Details
MCCEO08A 1 Custom  Yiew Details
MCCGE008  Appro 1 Custorn  View Details
MCCGEO09A  Approve 1 Custorm  View Details

Your control authorization actions are set up

MNote: 4 contols added out of a maximum of 9.

Authorization Limits Comments;

and one without.

Note: the maximum
Character count s £

gnoont of characters allowed is 254

Save & Continue

File For Later Cancel Setup

Note that for each full control, you need to
attach both the one with the A designation

20. Click the Save and Continue button.
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Active Work Queue

©Q Account setup request sent to next user's active work queue.

Setup Cardholder Account | Maintain Cardholder Account
Setup Managing Account | Maintain Manading Account

Select a task to warl,

Befrash List

Task (Select Task) Request Type Product AccountName  Start Date

Eefresh List

If you are using workflow, then the setup goes to active work queue of the
Resource Manager, who completes the remaining fields in the authorization limits
(for quarterly and yearly velocity limits) and specifies the account’s default
accounting code. When the Resource Manager is finished with his portion, the
setup comes back to your active work queue for final review and approval.

If you are not using workflow, then you are ready to access the setup and complete
the final review and approve process right away.
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Perform a Setup Final Review and Approval

You access the completed setup from your active work queue and review the setup
screen by screen, in order. Keep in mind that you must review each screen in order.
You cannot skip screens in the final review process.

U.S. Ba A ccess” Online

Request Status Quale

Active Work Queife Active Work Queue
System Administra
Account Adrr Setup Cardholder Account | Maintain Cardholder Account
Order Mar Setup Managing Account | Mairtain Manading Account

Select a task to work.

Records1 -1 of 1

My Personal Information sk) Request Type Product Account Name
Final Review CARDHOLDER SETUP  Purchasing Jones,Chris P

Records1-1 of 1

Refresh List

Start Date
07/25 09:59

Refresh List

Home
Contact Us

To perform a final review and approval:
1. Selectthe Active Work Queue high-level task.

2. Click the Final Review link for the setup you want to work with.
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Demographics

ldemtification Number:
Tax Exempt Humber:
Ciptional 1:

Third Line Embossing:
Address 1:

Address 2:

City:

State/Province:
Zip/Postal Code:
Country:

Work Phone:

Home Phone:
Ahernate Phone:

Fax:

Email Adidress:

RELOCATEGSS

== Back to Active Work Cueue

Final Review Cardholder Account Setup

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

Chris P Jones

Praduct: PLIRCHASIMG
Hame: Chris P Jones
Status:

Hame:

Date of Birth:

ARC123456778

a00 Chesthut Stre
Suite 100
Philadelphia
PA
191060000
United States
B121231234

6123214321

chrizdoe? B@army.mil

Demographics Comiments:
JULY 2008 T PHILADELFPHIA.

Click to reject a screen and send the
setup back to the initiator to fix.

3. Review the demographic information.

4. Click Approve.
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Final Review Cardholder Account Setup
Account Information

Dermographics == Account Information == Accounting Code == Authorization Lirmits
Product: PURCHASIMNG
Mame: Chris P Jones

Status:

Hierarchy Position

Bank Agent Company Dnision Department
3I058 0066 11780

Organization Name
ACAMORTH

Account Information

Managing Account: 4T16304556606120
Cycle Day: 19

Expiration Date:

Cpen Date: Q7252008

Temp Auth Start Date:

Temp Auth End Date;

Plastic: es

Checks: o

Checks Valid Dollar Amount; 0
Checks Valid Number Of Days:

Alternate Address 1: 174 Liberty 5t
Alternate Address 2:

Alternate City: Zancord
Ahlernate State/Province: fl&,

Alternate Country: IInited States
Ahlternate Zip/Postal Code: 017421704

Reporting Level

11790 22222 33333 44444 555545

Account Information Comments:

6

Approve Reject

== Back to Active \Work Queue

5. Review the account information.

6. Click Approve.
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Final Review Cardholder Account Setup m
<
:

Default Accounting Code

Demographics == Account Information == Accounting Code == ~uthorization Limits
Product: PURCHASING

Hame: Chris P Jones

Status:

Default Accounting Code

Segment Name (Length)
APPROPRIATION (20) g UIC{B) PEC ( C
54540000000000000004 54 54544 AFPCI1 121212121212 88888 7 §8888888 1 122348 1 333 GEF

Default Acco ode Comments:

Roject 5

== Back to Active Work Glueue g

7. Review the default accounting code.

8. Click Approve.

Learn More: Ityouclick the Reject button, you need to specify a reason
and provide information to whomever performed the setup task on how to fix the
issue. Then the setup goes back to whomever performed the task. If you were not
using workflow, then the setup would go back to your active work queue. Simply
type a reason and then click the Send button.

Reject Cardholder Account Setup

Default Accounting Code

To reject a screen, click the
Reject button and then specify a
reason.

Reject Reason: ™
Irvalid walues. Please change.

Mote: the maximum amount of characters allowed is 255,
Character count=10

== Back to Default Accounting Code

©2010 U.S. Bancorp 63



Army A/OPC

Final Review Cardholder Account Setup
Authorization Limits

Demographics =P Account Information == Accounting Code ===p Athorization Limits

Product: FURCHASING
Name: Chris P Jones
Status:

Authorization Limits

Credit Limit: 5000
Single Purchase Limit: 500
% Cash: 0
Fiscal First Month: 10

Standard Velocity Limits

Daily Dollar: a
Daily Transaction: i}
Cycle Dollar: 5000
Cycle Transaction: i}
Monthly Dollar: a
Monthly Transaction: i}
Cluarterly Dollar: i}
Cuarterly Transaction: i}
Yearly Dollar: 10000
Yearly Transaction: 400

Custom Velocity Limits

Other Dollar: a
Other Transaction: a

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

Refer To Managing Account
Single Purchase Limit: Tes

Merchant Authorization Controls

Control Authorization Action Single Purchase Limit  Type Action
MCCGT11A | Custam  Wiew Details
MCCGE111 | Custom  View Details

Authorization L@ {OR>mments:

=< Back o Active VWork Gueue

9. Review the authorization limits, velocity limits, and merchant authorization
controls, to ensure that they are consistent with your organization’s policies.

10. Click the Approve and Submit button. The account setup comes to U.S. Bank
for final processing.
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Ti,O / You can see the setup in your request status queue. Pending requests are

waiting for U.S. Bank to complete.

Request Status Queue
Account Requests

Setup Cardholder Account | Maintain Cardholder Account
Setup Managing Account | Maintain Manading Account

Select a request to view the details.

Records 1- 1 of 1

oo — 1
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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, if a cardholder changes addresses, you can easily update that

information. You can also easily close and reopen accounts.

U.S. Bank Access® Online

Request Status

My Personal Information

Home
Contact Us

Account Administration

Cardholder Accounts

= Create Mew Cardholder Account
Set up a new cardholder account by specifying
the product, demographic information, account
information, accounting codes and
authorization limits.

® Unlock Cardholder Account
Reset a cardholder's accountif locked out
during Online Registration.

Managing Accounts

" Create Mew Managing Account
Setup a new managing account by specifying
the product, demaographic information, account
information, extract information, accounting
codes and authorization limits.

® Maintain Cardholder Account
Update demographic information, account
information (change account status),
accounting codes and authorization limits an a
cardhaolder account.

" Maintain Mananing Account
Update demographic information, account
information {change account status), extract
information, accounting codes and
authorization limits on a managing account.

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

To edit, close, or reopen an existing account:
1. Selectthe Account Administration high-level task.
2. Click the Maintain Cardholder Account link.

Cardholder Accounts
SLII‘I‘II‘H.‘.!I",r and Tasks

I Card Accourt Number: *=========5m83 ROSEANMHE BUTLER Switch Accounts

Select ataskto maintain its contents. Repeatif changes are required in anather task. You can also view
account requests in the request status queue.

Product: Purchasing Bank: anss
Mame: ROSEAMME BUTLER Agent: Q066
Status: ""-OPEM Company: 11730

Input account name, address, and other contact informatian.

Input other account information such as account status, hierarchy position,
cycle day, and open date.

Input autharization limit infarmation such as credit limit, single purchase limit,
and available credit.

\\Demo raphic Information

ccount Information

Authorization Lirmits

3. Click any link to open and edit the information. Simply repeat the steps in the
setup process to change the information.
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Cardholder Accounts
Summary and Tasks

I Card Accourt Number: Freesssessss 5623, ROSEANNE BUTLER Switch Accounts

account requests in the request status queue.

Product: Purchasing Bank: a0A%
Name: ROSEAMME BUTLER Agent: 0066
Status: ""-0OFEMN Company: 11730

Q Description
Demodraphic Information  Input account name, address, and other cantact information.

cycle day, and open date.

Authorizaion Limits and available credit.

Select a taskto maintain its contents. Repeat if chandes are required in another task. You can also view

\ccnunt g Input other account information such as account status, hierarchy position,

Input autharization limit information such as credit limit, single purchase limit,

To close or reopen an account:
1. Click the Account Information link.

Cardholder Account
Maintain Account Information

I Card Accourt Numnber:  mrereeseeses, 5623, ROSEANNE BUTLER Switeh Accounts

Maintain account information, then send the reguest.

Product: Furchasing Bank: 3058
Name: ROSEANME BUTLER Agent: 0066
Status: ""-0OFEMN Company: 11730
*= required
Account Status™ I " -OPEN 'I

UOPEN /]

Hierarchy PosigimissiileiEmss]

VG-TEMP CLOSED |

Bank Agent Company Division Department
3058 0066 11790 00000 0000

Chandge Hierarchy Position

Organization Name

ACASOUTH

Account Information

Managing Account; 4716304556606120
Al T

o A S

2. Specify whether to open or close the account:

a. To close the account, select a V9-TEMP CLOSED option from the Account

Status drop-down list.

Ti /2! You cannot reactivate a permanently closed (T9) account. For detailed
information on the status options, refer to the Access Online: Government Glossary

user guide.
b. Toreopen aterminated account, select the OPEN option.
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N |
A

Cardholder Account * Log Out
Maintain Account Information
I Card Account Number: =========5583 ROSEANNE BUTLER Switch Accounts
Maintain accountinformation, then send the request.
Product: Furchasing Bank: 30588
Name: ROSEAMME BUTLER Agent: 0066
Status: ""-OFPEM Company: 11750
* = required
Account Status™ | "-0OPEN ﬂ
Hierarchy Position

Bank Agemt Company Division Department

1425 1680 31680 aoogq1 0100

Change Hierarchy Position

Organization Name

AR
Account Information

Managing Account; AT16123412341234

Cyele Day: 13

Expiration Date: 0452010

Open Date: 04/0172004

: . Start vear:
) Start Month: Start Day. Note: Temporary Authorization Dates allow purchases fora
Temp Auth Start Date: I =l I =l I specific petiod of tirme. Purchases atternpted prior to the start
End Month: End Day: End Year: date and after the end date are declined.

Temp Auth End Date: = | =

Activated: N

Plastic: ¥ Reorder? ' ves o

Pin: M

Checks: M Reorder?  Yes & Mo

Alternate Address 1: |

Alternate Address 2:

Alternate City:

Alternate StatefProvince: | 'l
Alternate Cauntry: I 'l
Alternate ZipiPostal Code: I

Reporting Level
Ll 1: Lwl 2: Lyl 3: Lyl 4: Ll &: Ll & Ll 7:
[31680  |ooooo | fooooo  obooo  [oooo0  [000DD | [00000 | Searchfor Reporting Level

Account Information Comments:

B

[ |

Note: the maximu unt of characters allowed is 254,

== Back to Summary and Tasks

3. Click the Send Request button when you are done.
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Perform a Cardholder Account Maintenance Final
Approval

As the A/OPC, you review and final-approve the cardholder account maintenance
requests that the Resource Manager makes to the cardholder account's default
accounting code or authorization limits (e.g., credit limits).

After the Resource Manager updates the cardholder account, the Resource
Manager submits the request. The request displays in your active work queue. After
you access and review the request, you either approve or reject the request. If you
approve the request, the change becomes effective immediately. The request stays
in the request status queue for two weeks with a Completed status. After two
weeks, the request stays archived in the system and you can access information
about the request by running the Request Status Queue report.

If you reject the request, you specify a reject reason and the request returns to the
Resource Manager's active work queue. The Resource Manager accesses the

rejected requests, fixes the request, and then resubmits the request to you for final
review and approval.

e H
Support Active Work Active Work Queue

Queue
System Administration
Account Administration

[ cliert Relstionship: Army

Maintenance requests display
Setup Cardholder Account | Maintain Cardhalder Account 5 H 5

gm}eﬂ;s:;mem Setup Managing Account | Maintain Manading Account Wlth Setup taSKS n yOUr Active
Work Queue.

Transaction Management
Travel Expense Select a task to wark.

Management
Enhanced Supplier
Management
Data Exchange
Accoul_ll Information d E Request Type Product Account Name Start Date
Reporting i MAMAGING ACCOUNT SETUR Furchasing Sanchez, John 10007 12:34
My Personal Information -

Final Review-Accounting Code CARDHOLDER DAC MAINTEMANCE Purchasing Davis, Mary 10007 12:41
Final Review-Accounting Code CARDHOLDER DAC MAINTEMAMCE Furchasing Smith, Ann 10008 10:47
Final Review-Accounting Code CARDHOLDER DAC MAINTEMAMCE Furchasing Jones, Mike 10/0914:41
Eeject-Extract Info, MA MAMAGING ACCOUNT SETUP Purchasing Antanini, Joan 10/09 14:56
Home Data Entre-Acct Info CARDHOLDER SETUP Furchasing Jefferson, Tyrone 10113 11:29
Contact Us MA Data Entry-Acet Info MANAGING ACCOUNT SETUP Purchasing Butler, Sean 1014 12:186

Records 1- 25 of 41

Befresh List

Befresh List
Records 1 - 25 of 11
Eane- 41

To perform a final review on a cardholder account maintenance request:

1. Selectthe Active Work Queue high-level task from the Left-Column Navigation
Bar.

2. Click the link for the maintenance request that you want to review.
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Final Review Cardholder Account Maintenance
Default Accounting Code

Product: Furchasing
Name: AMM SMITH
Status: ""-0OPER

Requested new
information displays in
the right-hand column.

Current information
displays in the left-
hand column.

Default Accounting Code

Field Current New
Segment Name (Length) Value Value

APPROFPRIATIOGERY  212008200274@Ws 732 212008200820203732
QAC () RP RP

ASH (5)

UIC (B} 123456 654321

PEC (129

ORG (8)

MFP (2}

J0 SOTFED 5DTFED An X icon lets you
SAR (1) know the user
WCR (B) removed a piece
RBC (1) of information.
RSC (3

Cl (6]

0 (5) Tooo *

GPS (1)

SIPC (2)

DBSH (6)

Al (8 L23204 L23204
IFS(18)
TT (3
FMS (12)

Be sure to review
any comments.

X Removed

Default Accounting Code Comments; . .
Click the Reject button to return

the request to the A/OPC's or
Resource Manager’s active work
queue.

== Back to Active Work Queue

3. Review the changes and then select an approval option:

a. To approve, click the Approve & Submit button. A confirmation message
displays and the approved managing account maintenance request moves
to the request status queue.

—Or-

b. Toreject, click the Reject button. The maintenance request returns to the
active work queue of the A/JOPC or Resource Manager who initiated the
request.
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Ti,O I After you click the Approve and Submit button, the request no longer
displays in the Active Work Queue screen. You can check on the status of the
maintenance request by accessing the request status queue. Simply click the
Request Status Queue high-level task. You can view all requests and their status
in the request status queue. Note that some are pending final review, some are
pending correction from being rejected, and some are ready for the system to
process.

N N Click the Request Status Queue
Request Status Queue

Active Work Queue ] high-level task to access the
St request status queue.

Systemn Administration
Account Administration ElieiFe) St onchip) Switch Felatinnships
Order Management

MEute L e cucul  Setun Cardholder Account | Maintain Cardholder Account

Travel Expense Setup Managing Account | Maintain Manadging Account
Management . -
e Selest a taquest 1o view the details. You can delete a maintenance request with a
EnhiacecSuppiey Pending status. A Complete status means that U.S.

M nt Recards 1 - 25 of 52 .
Account Information Pagsi11212 Bank has completed processing the request.
Reporting

My Personal Information

* Log Out

Delete Account Number Reuest Te Start Date Account Name Last Udate Udate Method
Request =
Maint CH MAMAGING
Acct Complete 1234 DEMOGRAPHIC 1021 14116 SMITH, JANE 1021 1416 Online
Acct Complete )
MAINTENANGE
nome MANAGING
ComtactUs ;i:gﬂ, BINE rreneerneeng gy EXTRACTINFO  10/2014:42 TEST2008R27,TIM 10/2014:42  Online
E— MAINTENANCE
' MAMAGING
Fenaing-rinal . )
;EE:E'\:, L PP ET] EXTRACTINFO  10/2010:32 TEST.MAC.) 10/2010:32  Online
e MAINTENANGE
e A in e et A e A e A R e NP N e e v o an it i e
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Learn More: Ifyouneed to reject a request, simply click the Reject
button, specify a reason, and click the Send button. Access Online sends the
rejected request to the active work queue of the A/OPC or Resource Manager who
requested the change.

Reject Cardholder Account Maintenance
Default Accounting Code

Feject Reason: *
The NG walue is incorrect. ;I

Mote: the maximum amount of characters allowed is 255,
Character count= 28

== Back to Final Review-Accounting Code

Active Work Queue m

I Cliert Relationship: Army Switch Relationships

Setup Cardhalder Account | Maintain Cardholder Account
Setup Manadging Account | Maintain Managing Account

Select a tagk to wark.

Records 1- 25 of 41

Fage:1 |2
Eefresh List

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

MA Data Entry-Extract Info MANAGING ACCOUNT SETUP Furchasing Sanchez, John 0007 12:34
Final Review-Accounting Code  CARDHOLDER DAC MAINTERANCE Purchasing Diavis, Mary 10007 12:41
Eeject-Accaunting Code CARDHOLDER DAC MAINTENANCE Furchasing Smith, Ann 10008 10:47
Final Review-Accounting Code  MANAGING DAC MAINTEMANCE Furchasing Jones, Wike 10009 14:41
Reject-Extract Info, A MANAGING ACCOUNT SETUP Purchasing Antanini, Joan 10409 14:86
Data Entry-Acct Info CARDHOLDER SETUP Dieclining Balance  Jefferson, Tyrone 10M311:29
M Data Entry-Acet Info AGING ACCOUNT SETUP Declining Balance Butler, Sean 101141216

\ \ Refresh List
Records 1- 25 of 1

Note the maintenance requests with Reject statuses. You
can also see which maintenance requests are ready for

final review.
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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 as tasks that other
users have sent to you.

U.S. Bank Access”Online

Click a task to open
and work on the task.

Request Status Queue

Active Work Queue

Setup Cardhaolder Account | Maintain Cg

Setup Managing Account | Maintain j
n Management

_ i Select a task to work.
Information

Records1-2 of 2
Rep I} Refresh List

My Personal Information Task (Select Task) Reaquest Type Product Account Name  Start Date
Data Entrhy-Demodgraphics CARDHOLDER SETUP Furchasing  Smith,Mark 08/06 16:54
MA Data Entr-Demographics  MANAGING ACCOUNT SETUP  Purchasing AdamsAmada 0806 16:55

Refresh List
Records 1- 2 of 2

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

Once you final-approve the managing account setup, the setup comes to us for final
processing. You can see which setups you have sent to us by accessing your
request status queue.

The request status
Request Status Queue queue has tasks you
Account Requests have sentto us. A
Pending status means
that we are working on
your request.

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

Select a request to view the details.

Regards 1-1 of 1

Account Number Start Date  Account Name

Request Type Last Update Update Method

Request View ils]
Pending-Setup CH CARDHOLDER . JOMES CHRIS .
Acct 5555072508115918 SETUP 07125 09:59 P 07i2511:589

Online

Befrach 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 or managing account profile. The account profile
reflects the information you and/or your Resource Manager 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 will cover
viewing a cardholder account profile. The steps for viewing a managing account
profile are the same.

U.S. Bank Access” Online

Request Status Queue

Active Work Quey 1) Account Information
Sys 1.I\dminist~ /

Account Admini;
Order Manags/fie Statement

Wiew account statement(s)

= Cardholder Account Staternent

= Managing Account Statemerg
= Diversion Account Staterney|

Reporting Account Profile

My Personal Information 2 2 . -
view account dernograp/cs, 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. Selectthe Account Information high-level task.
2. Click the Cardholder Account Profile link.

Cardholder Account Profile

Account Summary

[ card Aocount Numbe

=rERSE23, ROSEANME BUTLER Switch Accounts

Select an item belAy to view its contents. You can also View a Manading Account

Demagraphic Information Authorization Limits

Wiew account name, address, and contact Wiew autharization limit information such as Credit
information. Limit, Single Purchase Limit, and Available Credit.
Accaount Information Account Autharizations

Wiew ather account information such as Account View Account Authorization infarmation such as

Status, Hierarchy Position, Cyele Day, and Open Date.  Request Type, Request Source, MCC, and
Transaction Amaunt.

Default Accounting Code Financial Histary
Wiew the default accounting code assigned to the Wiew the account 1 2-manth history, 7-year history
account analysis, and T-year history

Account History

Request Type Update Method Last Updated
Setup Manual 05052006 21:07:13
Maintenance  Manual 08/05/2006 21:07:13

3. Search and select an account, if needed, and then click a link (e.g.,
Demographic Information, Account Information) to view the information on
that aspect of the account.
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Cardholder Account Profile
Demographic Information

I Card Account Number;  FFFrssssssss 5623, ROSEANME BUTLER Switch Accounts
Name

Name: ROSEAMME BUTLER

Date of Birth:

Identification Number:

Tax Exempt Number:

Optional 1:

Third Line Embossing:

Address

Address 1: 200 30UTH 6TH STREET STE 200
Address 2: EP-MMN-L26C TRAIMNIMG

City: MIMMEAP QLIS MM 554021403

State/Province: MM
Zip/Postal Code: 55402-1403
Country: Linited States

Any comments you or another user
type during setup display here.

Contact Information

Work Phone: f12-873-0000
Home Phone:

Alternate Phone: 000000000000000000
Fax: 3359599939

Email Address: DEMO@ACPO.COM

Demographics Comments:

== Backto Cardholder Account Summary

The Demographics screen displays all the available demographic information about
an account, including any comments you typed during account setup.

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

I Card Accourt Number: ##emmmsmssssbgald, ROSEANNE BUTLER Switch Accounts

Account Status: " " -COFPEMN

Hierarchy Position

Bank Agent Company Division Department
3058 00668 5023 poooo oooo

Organization Name
ACASOUTH

Account Information

Managing Account: 47T16304556606120
Cycle Day:

Expiration Date: 1003172008
Open Date: 1052152005
Temp Auth Start Date:

Temp Auth End Date:

Meeds Activation? Ny

Current Balance: 0.oo

Past Due Balance: 0.oo
Plastic: M4l

Checks: ]

Checks Valid Dollar Amount:

Telecom: M

Telecom Status:

Payment Method Code:

Payment Method Description: =MNone=

Reporting Level

47163 00021 00009 01001 50231 00000 00000

Account Information Comments:

== Backto Cardhalder Account Summany

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

Default Accounting Code

I Card Accourt Number: remmssssees 56233, ROSEANNE BUTLER Switch Accounts

Default Accounting Code

Segment Name (Length)

APPROPRIATION (20) ( 45N (5) UIC(B) PEC {12) o MFP (2)
23340000000000000000 11 54544 AFPC33 TTTTTTITITIT BBBASESS 23

Default Accounting Code Comments:
UPDATED DAC WWITH NEW UIC YALUE.

== Back to Cardholder Account Sumimary

The Default Accounting Code screen displays the account’s default accounting
code.
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Cardholder Account Profile
Authorization Limits

I Card Accourt Mumber; #rerrsmmesss 56232, ROSEANNE BUTLER Switch Accounts

Authorization Limits

Creadit Limit: 1,500.00
Single Purchase Limit: 3,000.00
% Cash: a
Available Credit: 1,500.00
Fiscal First Month: 1

Standard Velocity Limits

Limit Total
Daily Dollar: n.oo n.o0
Daily Transaction: i} 0
Cycle Dollar: 1,400.00 1,500.00
Cycle Transaction: i} 0
Monthly Dollar: n.oo n.o0
Monthly Transaction: 0 0
Quarterly Dollar: n.oa 0.00
Quarterly Transaction: 1] 1]
Yearly Dollar: 0.00 0.00
Yearly Transaction: 0 0
Custom Velocity Limits

Limit Total
Other Dollar: 0.0a 0.00
Other Transaction: a 1]
Refresh From Date:
Refresh To Date:
Days in Refresh Cycle:
Refer To Managing Account
Merchant Authorization
Controls: A
Refer To Managing Account
Velocity Limits: Y
Refer To Managing Account
Single Purchase Limit: A

Merchant Authorization Controls

Control Authorization Action  Single Purchase Limit  Type Action
MCCG2EE  Approve 0 Customn  Wiew Details
MCCGZ88A Approve 0 Custorn iew Details

Authorization Limits Comments:

== Backto Cardholder Account Summary

The Authorization Limits screen displays all the authorization limits for the account,
including the credit limit, single purchase limit, percent cash, and available credit.
This screen also includes standard velocity limits and custom velocity limits. If you
have attached merchant authorization controls, they display on this screen. Click a
View Details link to review the parameters of the control, if desired.
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4
Cardholder Account Profile

Account Authorizations

I Card Accourt Number: | ROSEANNE BUTLER Switch Accounts

Auth Date  Auth Time Response Auth Number Type of Request Transaction Amount MCC MCC Description
THTIZ007 D442 PMET  Approved 074354  MailiPhn Ord $341.95 5399 MISCELLAMEOLS GEMERAL MER
TMTI2007 D334 PMET Declined MailiPhn Ord $2613.60 5399 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.

]

Cardholder Account Profile
Account Authorizations

Client Rel=tionship: Switch Relationships

Card Accourt Number; FFeresesses 2345 Switch Accounts
Auth Date: 71712007 Auth Number: MCC: 53949
Auth Time: 03:34 PM ET  Type of Request: maillPhn Ord  MCC Description: MISCELLAMECUS GEMERAL MER
Response: Declined Transaction Amount: 5261 3.60

Decline rAccoum I/Mercharrt I’Parerrt I,Diversion rProcess |

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

The velocity type far the decline was NOT DECLINED FOR WELOCITY
The following reasans would also have declined the request:
1. 0805 Exceeded account single trans limit

Declines display in Access Online in
nearly real time.

== Back to Account Authorizations 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: Foradditional information 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 finangjal
Cardholder Account Profile history data for the past 12 months.
Financial History /
I Card Accourt Number: 7RRRRRR====mgg Switch Accounts |
ear History Analysis r 7 “ear History |
The 12 Maonth History includes accurmulated account information for 12 previous billing cycles. Each page
includes four billing cycles of history.
Fage:1]2]3
Mumber of Payments 0 i} i} 0 0
Total Payments $0.00 50.00 50,00 $0.00 F0.00
(Last Payment 000000
Minirnurm Pavrment $0.00 §0.00 §0.00 $0.00 $0.00
Mumber of Purchases 1] 1] 2 1] 1]
Total Furchases $0.00 §0.00 §0.00 $0.00 $0.00
(Last Purchase: 0452 9/08)
Mumber of Cash Advances 1] 1] 1] 1] 1]
Total Cash Advances $0.00 §0.00 §0.00 $0.00 $0.00
(Last Cash Advance: O000500%
Mumber of Credits 1] 1] 1] 1] 1]
Total Credits §0.00 §0.00 £0.00 $0.00 $0.00
(Last Credit: 05/29/08)
mMumber of Misc Charges 0 i} i} 0 0
Total Misc Charges F0.00 50,00 50,00 F0.00 F0.00
Insurance fees $0.00 §0.00 §0.00 $0.00 $0.00
Late Charges $0.00 §0.00 §0.00 $0.00 $0.00
Ovetlimit Fees $0.00 £0.00 §0.00 $0.00 $0.00
Purchase Finance Charges F0.00 50,00 50,00 F0.00 F0.00
Cash Advance Finance Chardges F0.00 £0.00 £0.00 F0.00 F0.00
Credit Limit §3,000.00 §3 00000  §3,00000  §3.00000  §3,00000
Balance $0.00 §0.00 §0.00 $0.00 $0.00
Qutstanding Purchase Balance F0.00 £0.00 £0.00 F0.00 F0.00
Cutstanding Cash Balance $0.00 50.00 50,00 $0.00 F0.00
Cutstanding Misc Charges F0.00 50,00 50,00 F0.00 F0.00
Cutstanding Purchase Finance
F— . $0.00 $0.00 $0.00 $0.00 $0.00
Qutstanding Cash Adv Finance
Charges g $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 F0.00 F0.00 $0.00 F0.00
Ay Daily Bal - Cash Addv §0.00 §0.00 $0.00 $0.00
i;%- Daily Bal - Purchases and Cash §0.00 §0.00 $0.00 $0.00
FPage:1(213
== Backto Cardholder Account Sumrimary

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 History

I Card Accourt Number; #eessssssmmggas ROSEANNE BUTLER Switch Accounts

12 Morth History | ¥ Year History Analysis r T “ear Histary ‘

The T Y¥ear History Analysis is divided into 12 billing-cyele periods heginning with the most recent period

and includes the number oftimes the listed condition occurred during each period.
Times Billed 12 12 L] 1] 1] 1] 1] 33
Times Statement Generated 3 3 1 1] 1] 1] 1] ¥
Times Cwverlirmit ] I I I I I I I
Times Past Due 01-20 Days a 1] 1] 1] 1] 1] 1] 1]
Times Past Due 31-60 Days a 1] 1] 1] 1] 1] 1] 1]
Times Past Due 61-90 Days a 1] 1] 1] 1] 1] 1] 1]
Times Past Due = 81 Days il 1] 1] 1] 1] 1] 1] 1]
Cycles with MSF Check a 1] 1] 1] 1] 1] 1] 1]
Times Small Balance Written Off 0 1] 1] 1] 1] 1] 1] 1]

== Backto 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 m

Financial History

I Card Account Number: #werms=ees, 5683, ROSEANME BUTLER Switch Accounts

12 Morth Histary r 7 eat History Analysiz r T Year Hiztory

The 7 Year Histary indicates with a ™" ifthe listed condition occurred on the account during that billing cycle and ™'if it did
not.

07/08 06/08 05/08 04/08 03/08 02/08 0108 1207 1107 1007 09/07 0807

Billed A A W A A A A A A A A A

Statement Generated M A M M Ay M M M A M M M
Overlimit M I M I M I I I I I I I
Past Due 01-30 Days M M M M M M M M M M M M
FastDue 31-60 Days M I M I M I I I I I I I
Past Due 61-90 Days M M M M M M M M M M M M
FPastDue = 91 Days M I M I M I I I I I I I
MSF Check N M M M M M M M M M M M
Small Balance Written Off N M M M N M M M M M M M
Purchases M M M M M M M M M M M M

I I I I I I I

=
=
=
=
=

Cash Advances

== Backto Cardholder Account Summary

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

Ti,O /1f you are viewing a managing account, then you can also view the extract
information.
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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

Reporting

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

Request Status Queue
Active Work Que!
System Admini ion
Account Administration
Order Manag

1 ,,/}"“"’“t Tax and Compliance Management
on Financial Management Estirnate sales/use tax track spending for 109941057
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 reparts manage supplier relationships, support functionality.

supplier negotiations, and manage spending by category.

Report Scheduler

Wiew and maintain current scheduled reports.

My Personal Information Flex Data Reporting
Create and maintain adhoc reparts.

Custom Reports
Create and configure custom reparts.

Home
Contact Us

To run a standard report:
1. Selectthe Reporting high-level task.
2. Select a report category. For our example, we pick Program Management.
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Program Management b Log ou |

Spend Delinquency Management
Account Spend Analysis Account Suspension
Summary of account spending (excluding merchant detail). Provides infarmation on open accounts that are past due and

suspended or pending suspension.
Cash Advance
Detail of account cash advances including transaction Charge-Off
amount, date, sg@ference number. Infarmation on accounts that have heen charged off, including
charge-off date, halance charged-off, and recovery amount.

Past Due

Account 145t Accounts with past due balances and the number oftimes
Frequently used account level information such as open date,  past due situations have occurred.

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

Account Status Chande Allocation Rules Management

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

lostrstalen, closed, or re-openad. Surmmary of merchant allocation rules sets and detail of
associated allocation rules.

Order File History
History of order file loading and matching.

Declined Transaction Autharizations

Declined Transaction Autharizations repor provides details of
declined transaction autharizations infarmation alang with
related account and merchant infarmation.

Request Status Queue
History of changes made to Accaunts.

3. Click the report name link. For our example, we click the Account List link to
run the Account List report.
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4
Program Management

Account List

By default this reportwill return all rzeults associated with blank fields, unless otherwise noted. To limit

results, enter specific criteria in Z SE3
*= required

Date

@ Last Maintained Date Range [l Account Open Date Range

Begin Month  Begin Day  Beqin Year End Month End Day End Year

to

Account Information

Aceount Status:

Hold down the Ctrl key to rmzaultiple selections

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

Open
Closed
Blank

Account Type:
Cardholder Acfount =

Method:
Hold down the Ctrl key to make multinle selection;

Additional Detail

Selected options allow a dril-down to additional detail if availgfie.

™ Demographics ™ Default Accounting Code ™ Merchant Authorization Con] Y

™ Account Information ™ aAuthorization Limits ™ merchant Authorization Can

Sort Report By

|A:cuumName j |AccuumSIatu5 j |Nu Sort 4 j IND Sort j

@ mscending Order
 Descending Or,

@ ascending Order @ pstending Order @ mstending Order
© Descending Order " Descending Order © Descending Order

Qutput Parameter Page Placement:

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

End =
Group Report By
@ Processing Hierarchy Position: ™
If selected, a processing hierarchy position is required.

Bank: Agent. Company. Division Department.
[3058 [66 |

Search for Position or Add Multiple

(s} Reporting Hierarchy Position: *
If selected, a reporting hierarchy pogition i reguired

Bank: Lewel 1 Level 2: Level 3 Lewel 4 Level 5: Level 6 Level 7:

[ose [srrez " [oomoz | [otoor | [s023 Search for Position or Add Multiple
[} Account Mumbern(s

If selected, at lead unt is required. Separate multiple accounts by 8 comma and no spaces

I Search for Avcounts

lmz.{ L osoi W CrvctoScheculod Ropor

=< Backto Program Manadernent

4. Specify a date range.

Specify account information (which accounts to include in your report), including
setup method, if desired.

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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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.

Hierarchy Level

Level 5 «
Bank: Level 1 el 2 Level 3 Level 4: Level & Level B Level 7:
v
Search

To add a position to the Selected Hierarchy Positions, select the position in the listto the 1eft and click"Select
Position”. To rermove a selected position from the list, mark the position in the listto the right and click
"Remove Position”. When you are satisfied with your selection(s), elick "Accept Hierarchy"

Found Hiey|
Records 1 - 2\

Selected Hierarchy Position(s)

Bank Lvi1 Lv2 I3 L4 Lvd5
| 3058 11780 22222 33333 44444 55585
r 3088 1781 22222 33333 44444 55585

L6 Lvi7

) Remove Bank Lvi1 L2 LvW3 L4 L5 M6 L7

[l 3098 11780 22333 33333 44444 50555

—> (] 3098 11791 22333 33333 44444 55555

Army A/OPC

Chede £l Shomn | Unchedd#

Recordz 1.2 of 2

Accept Hierarchy/4

== Backto Account List

Specify search criteria.
Click the Search button.

Select the check boxes for the positions to include.

-~ o o o

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

Account List - Summary

Status Description

Report Date: 09/09/2008

Product Type Setup Method Update Method

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

Account Name:

ROSEANME BUTLER

Cpen

AMTHONY CARLISLE
Cpen

MARTIN DANIELS
Cpen

PETER EDGARS
Cpen

FRAMNK GUARDADO
Cipen

JOSEPH HANCOCK
Cipen

DOUGLAS JOHNSON
Cipen

SERGE KOSTAS
Cpen

TOBY MANKALA
Cpen

DAMITA MARALDO
Cpen

DOREE MARKS
Cpen

JAKE PEDERSEN
Cipen

LYMNETTE PRICE
Cpen

GILBERTO RODRIGUEZ
Cipen

Account Number: ******0005805683
Purchasing Manual Manual
Account Number: ******0005837678
Purchasing Manual Manual
Account Number: ****** 0005805667
Purchasing Manual Manual
Account Number: " 0005937 736
Purchasing Manual Manual
Account Number: ***** 0005837702
Purchasing Manual Manual
Account Number: ** 0005805717
Purchasing Manual Manual
Account Number: ****** 0005805708
Purchasing Manual Manual
Account Number: ***** 00050837 744
Purchasing Manual Manual
Account Number: ****** 0005837710
Purchasing Manual Manual
Account Number: " 0005905641
Purchasing Manual Manual
Account Number: " 0005937660
Purchasing Manual Manual
Account Number: " 0005837654
Purchasing Manual Manual
Account Number: ***** 00035805725
Purchasing Manual Manual
Account Number: " 00035805675
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 each
possible parameter, refer to the Access Online: Running Standard Reports user
guide. To review a description and sample of each standard report, refer to the
Access Online: Standard Report Samples user guide.

Financial Management
Transaction Datadl
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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.qg., 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.q., 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 N August 1 2 3 4 5

23 24N 25 2 27 2 29 27 28 ¥ 30 31 | September 2
1

30 H \ (

Report Creation Report Date
Date (7/17) Range (7/2 -7/8)

8/13: Report Run
(Data for 8/6 — 8/12)

8/20: Report Run
Data for 8/13-8/19)
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U.S. Bank Access” Online

Reporting

Program Management Travel Expense Management
General prograrm management activities and monitor Detailed and surmmary travel expense infarmation.

company policy compliance.

Tax and Compliance Management

Financial Management Estimate salesfuse tax, track spending for 1099/ 057
Monitor expenditures, frack variances and manage account vendors, and perform other regulatory reporting.
allocations

Administration

These reparts allow administrators to support system
Gtionships, support functionality
spending by category.

Supplier Management
These reports manage sup
supplier negotiations, and

Report Scheduler

‘iew and maintain current scheduled reports.

My Personal Infc Flex Data Reporting

Create and maintain adhoc reports

Custom Reports
Create and configure custom reports.

Hom
Contact Us

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

Scheduled Reports m

Scheduled Report List

I Cliert Relationship: ACME Corporation Switch Relationships

Enter the Scheduler or Recipient's full or partial name, ar leave blank to view all users, or use the "Select'
feature. Then click the ‘Search’ buttan.

Report:

[ SelectRepan E Once you have reports

Scheduler Narne Scheduler User [D: .SChe.dUIEd, they dISplay
Select Scheduler in this table.

Recipient Mame: Recipient User ID:

| | Select Recipient

Date

Activity Date Range
Startonth StartDay Start¥ear to  EndMaonth End Day EndYear

[ I I M= ME]
| Search J

Not all standard reports
are available to
schedule.

Last Modified

Modified By Last Run

Output Filename Description Report Name Scheduler Frequency Status

Enter Search Criteria and click the Search zasan.

Create New Scheduled Report
- Select Report - =l

3. Select areport from the Create New Scheduled Report drop-down list.
4. Click the Go button.
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Keep 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

I Client Relationship: ACME Corporation Switch Relstionships

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

Date
@ Cycle Close Date Range:  © Calendar Month Range: € Posting Date Range: € Transaction Date Rarg

[T Enable Cycle Day
Begin Month  Begin Day  Beqin Year End Month End Day End Year
[ = [ = [oor = ™ [w = [ = [0 =

To improve perfarmance, this repart must be run far no maore than 3 manths ata time:

Each report has unique
filtering options.

Transactions Included

Allocation Status:
All =

Accounting Code
@ Tolimitthe results from the default of"all" enter a full or partial "heging with" accounting code (atleast 3 charactars).

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

i Custom: Define Custom

Sert Report By

| Accounting Code = o sont x| [no Sort x| [nosort
 Ascending Order = pscending Order & Ascending Order & Ascending Order
" Descending Order ' Descending Order ' Descending Order " Descending Order

Report Output

Surnmary Qutput
Selection defines the output format for the summary report.

FDF -

You can specify the
report’s output file type.

Detail Output:
Selection defines the output format for the detail reportwhen links are chogen fror the summary report.
PDF -

Parameter Page Placement
Selection defines the location of the Farameter Page details on the repart output.

End =

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

Group Report By
To limitthe results from the default of"all” enter a value or search

[ Processing Hierarchy Position
Bank: Agent Company:  Division: Department:

I I I I I Search for Position or Add Multiple

o Reporting Hierarchy Position:
Bank: Level 1 Level . Level3  Lewveld Level 5 Level G Level7

I I I I I Search for Position or Add Multiple

 account Numberts™
If selected, atleast one account is required. Separate multiple accounts by a comma and no spaces.

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

| Search for Ascourts

Break/Subtotal Level
|- o Breawisubtatal - =l

/
| Reset ] 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

Edit the information below, and click the Submit button.

Report Hame:
Scheduler Email:
Scheduler Notification Pre

Qutput Filename: *

Report Description: ®

Account Allocation

Mone

Do not use spaces or special
characters in the output file name.
You do not need to include a file
extension (e.g., *.pdf.).

|Account Allocation

rs: Mone
/7

Schedule

\ Report Frequency. Month of Period:

/" ay of Period: Faorthe previous:

Nunlhly j |

Scheduled Start Date:

Start Month  Start Day Start Year

L.yl Last Day

=l |1 month

Scheduled End Date:
End Month  End Day End Year

fou =] f28 | [e007

Jou = [z6 =] [z007

- By specifying a period option, you
can specify that your report run on
a specific day during the scheduled

©2010 U.S. Bancorp

date range

Recipients

Search for Users 7 Include Me

Mo Users Currently Selected

== Back to 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 Relationship: ACME Corporation Switch Relationships

Edit the infarmation helow, and click the Submit button.

Report Name: Account Allocation
Scheduler Email: Mone
Scheduler Notification Preferences: None

Qutput Filename:

IWeekIy Allocation

Report Description:
IAccount Allocation for Weekly Meeting

Schedule

Report Frequency. honth UfF'eh@Jay of Feriod: For the previous:

|Weekly j | N ] |M0nday j |1 Week j

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

Jour =] 26 =] |2007 Jour =] [z6 =] |gun?

Recipients

Search for Users [ Include Me

Mo Users Currently Selected

== Backto Account Allocation

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

I Cliert Relationship: ACME Corporation Switch Relationships

Edit the information below, and click the Submit button.

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

Output Filename: *
IWeekIy Allocation

Report Description: *
IACCDunt Allocation for Weekly Meeting

Schedule

Report Freguency: Month of Period:  Day of Period: Far the previous:
[weeky x| | =l |wonday x| [1week x|
Scheduled Start Date: Scheduled End Date:

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

fou = fe =] [2007 [Dec x| |31 7] [2a1a

Recipients c

Searchfor Wers [ Include Me

Mo Users Currently Selected

== Back ta Account Allocation

12. To add recipients:

a. Click the Search for Users link.
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Create Schedule Parameters
Search & Select Report Recipients

Enter full or partial user name, ar leave hlank to view all ugars. Then click the "Search" button,

A
* [og Out

Select checkboxes display only for recipients

Records1-5 of &

Can Download From

User Name
Data Exhange

Select

User ID Email Address

AN anndoe2s Mo anndoe@acrme. com

Doe, Bill billdoes0 Mo billdoe@acme. com
[ Doe, Jane janedoe?s  Yes janedoe@acme.com
I Doe, John johndoetd  Yes johndoe@acme.com
Doe, Pat patdoe3d Mo patdoe@@acme.com

User|d:

] with Data Exchange download capability. Also
Lasthame: / First Narme: note the Data Exchange Yes/No settings.

Doe

Data Exchange Email
Notification Preference

Mo
Ma
fes
Mo
Mo

Records1-5 of &
Select User(s)

== Backto Create Schedule Parameters

b. Specify search criteria.
Click the Search button.

d. Selecting the check box for each recipient. Note that 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 |

Edit the infarmation below, and click the Submit hutton.
Report Hame: Account Allocation

Scheduler Email: Mane
Scheduler Notification Preferences: Mone

Qutput Filenarme: *

IWeekIy Allocation

Report Description: =
|Ac:count Allocation for Weekly Meesting

Schedule

Repont Frequency: Month of Period:  Day of Period: For the previous:

|Weekly j | j |Mnnda\,r j |1Week j

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

fou = fa =] [2007 |Dec >| |31 7] [2010

Recipients

Search forUsers [ Include Me

Remove User Hame Email Address Hotification Preferences
- Dae, Jane janedoe@@acre. com Tes
- Doe, John johndoe@acme. com Yes
Remove Selected Users You can remove a
recipient at any time by
Q selecting the user and
clicking the Remove
WW Selected Users button.

== BHack to Account Allacation

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 you want to change the following fields in the Yyeekly Allocation report;
Field Old Value New Value
EMAIL PREFEREMNCE INACTIVE
START MOMTH 7
QUTPUT FILEMAME Weekly Allocation
START YEAR 2007
START DAY 9
EMD DAY &
RUM INTERWAL W
QUTPUT FORMAT PDF
RECIFIENT ADDED Doe, Jane: janedoes
RECIPIENT ADDED  Doe, John: johndoel0
EMD MOMTH 12
SCHEDULE DESCRIPTION Account Allocation for Weekly Meeting
SCHEDULER marysmith45
RUM DAYS 1
INCLUDE ME by
@ EMD YEAR 2010
DATAX PREFEREMNCE M
o)

15. Review the report’s parameters.

16. Click the Yes, Save Report button. The system saves your scheduling
parameters and delivers the report to the recipients’ Data Exchange mailboxes
on the scheduled day.

Scheduled Reports m

Scheduled Report List

| B ACME Corporation Switch Relationships |

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

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

Report:
|- SelectReport - j
Scheduler Narme: Scheduler User ID:

Select Scheduler
Recipient Mame: Recipient User 1D:

Select Recipient
Date

Activity Date Range
StartMonth Start Day StartYear o End Month End Day Endear

Last Modified
Modified By

Qutput Filename Description Report Name Scheduler Frequency Status

LastRun NextRun End Deleted

Enter Search Criteria and tlick the Search buttan

Create New Report

- Select Report - =] [ co ]

Learn More: For steps and information on scheduling a report, 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 unique 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

Reporting

Program Management Travel Expense Management
Order Manag General program management activities and monitar Detailed and summary travel expense infarmation.
O company palicy compliance.
Transaction : Tax and Compliance Management
Account It atio Financial Management Estirnate salesiuse tax, track spending for 108901057

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 Schedul /N

Wiew and maintaicurrent scheduled reparts.

Flex Data Reporting

Create and maintain adhoc repors.

Custom Reports
Create and configure custom reparts.

Home
Contact Us

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

2. Click the Flex Data Reporting sub-task or link on the screen.
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Flex Data Reporting

Please select a 't from the list below.

Vi

* Log Out

I Client Relationship: ACMé INgperation

Switch Relationships

My Saved Reports r Creste a Netrv Report |

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

Delete Name

r Guarterly Transaction Repaort

Clyarterly Transaction Detail Report for Management Review Meeting

Template

Last Modified

Transaction 04/1152007 10:54

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

== Backto Reporing

3. Select the Create a New Report tab.

Flex Data Reporting

Please select a report from the list below.

i
* Log Out

I Client Relstionship: ACME Corporation

Switch Relationships

Iy Saved Reportz | Creste a Mew Report

Create a New Report

PRIMARY REPORT DATA

& Transaction
Create a report based on transaction information.

 Order
Create a report hased on order information.

LT click CREATE button to begin building a new report.

Select a 'hase report' data template and up to one additional data termplate {optional) from the list below to Create a new report.

ADDITIONAL DATA

™ Allocation
Include additional transaction allocation information.

¥ Merchant Supplemental
Include additional supplemental merchant infarmation.

[ Order
Include additional order information.

[T Transaction
Include additional transaction information.

== Backto Reporing

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.

©2010 U.S. Bancorp

98



Army A/OPC

Flex Data Reporting

Transaction w/ Merchant, Merchant w/)

Report Name:
ITransac’ciun-MerchanLMerch antw/ES, {3Mawz00?

Report Description:

|Transacti0n wif herchant, Merchant w/ES|
Report Output:

Click the Save button at any time to
save your work so far.

N\Cutnut Type: Output Parameter Page Placerment; If you have already saved the report,
[Excel ] [End | optionai for POF anly then you can click the Revert to Last

Saved button to discard your changes

= since your [ast save.

Select Repart Data | Fiter for Cortert | Sort By Criteria | Set Report Layout |

Selectthe check box(es) ned o the desired col orh ot Because you must define which data
- BIBL B CNec 0HIES) NEXI IO the desired ColUmn names mrthe repart. Column . . -
nesw file in the RENAME fisld to include in some basic way, you

» Selectihe TOTAL check baxtes) to indicate that you want totals calculated farthatcd - mMust select a single filtering option
&+ Selectthe desired FILTER check boxies) to determine report content, then continug radio button.
criteria. Only ane hierarchy filter can be selectad. tis reguired thatyou select atlea
& WRAP DATA: Enter a desired calumn width (in) to format data wrapping in the outpld
colurmn width.

ns

e

Hierarcl
\ hy

lect Report Col

Check &l

Rename Report Columns Wrap Data Total Filter

Only Selected

29

\7 Account Murnber e
[T Processing Hierarchy =
[T Reporting Hierarchy e
[ -] Account

<l

Account Mame

Lost Stolen

Managing Account Marne

Managing Account Mumber

Cptianal 1

|
|
|
Managing Account Mame Line 2 I I
|
|
|

Project Murmber

[ [ [ [ o A [

.| E{D'_@QWNU I o AT e A e o N, T b e L

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

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.
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/d
W T N

Fosting Type

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

Purchase |D

Purchase Method

Reference Mumber

Sales Tax

Source Currency

Source Currency

I I I I A e |

Transaction Al nt

Transaction Comment 1

Transaction Comment 2

Transaction Comment 3

Transaction Comment 4

Transaction Comment &

I I I I

Transaction Date

Transaction Reviewed Status

O

Transaction Type

== Back to Flex Data Reporing

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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o
Flex Data Reporting

Transaction w/ Merchant, Merchant w/ESI
Report Name:

|Tran9amionfMerchanLMerchamwaS\ Movermber 2007
Report Description:

ITransa:‘llUn and ESI Merchant Data.

Report Output;
Output Type Output Parameter Page Placement:

IPDF j |End ﬂ Optional for POF only.

L 5ovo RN Lost Saved I Proviow Layout S ‘Run Report

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

Selectthe check box(es) nex to the desired column names for the report. Column titles can be abbreviated or renamed; type the
new title in the REMNAME field

Selectthe TOTAL check boxies) to indicate thatyou want tatals calculated for that column on the report.

Selectthe desired FILTER check hox{es) to determine report cantent, then continue fo FILTER FOR CONTENT tah 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 farmat data wrapping inthe output report; leave fleld blank to allow default
column width

Rename Report Columns Wrap Data  Total
Hierarchy
V| Account Number ICarth\derurManagmgAccuumNumber lal
~ Pracessing Hierarchy [C
[T Reporting Hierarchy [l
[- ] Account
¥ Account Name |Account0wner's Marne

™ Lost Stolen

Managing Account Name

Managing Account Mame Line 2

Managing Account Mumber

Project humber

Replacement Account Number

|
|
|
I
Optional 1 | |
I
I
I

Ooooononona

Short Name
T I

P N s PR b el s ST g S

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

Transaction and ES| Merchant
Report Name:
ITranSamion—MerchantMerchant wi/ES| Nowvember 2007
Report Description:

ITransactiDn and ESI terchant Data

The screen updates with
your new report description.

Report Qutput:
Qutput Type: Qutput Parameter Page Placement:
IPDF :I' IEW:I 'l Optional far POF anly.

[¥Save YR Revert o LastSavea
Select Report Data | Fiter for Content [' Sort By Criteria [' Set Report Layout |

Filtering allows vou to set limits for the content ofthe report. Below are the data fields you elected to filter an. To limit the results fram the
default of"all", select, search & select, or fill in the criteria box{es) to define the repor output,

Selected Filters Filter Criteria _

Bank: Agent: Company:  Division: Department:
Processing Hierarchy | | | | |

Search for Position or Add Multiple

Transaction Amount |D_D to |D.D

Transaction Date |11;n1,fznu? E 1 |11;13;200? E

== Bacl:to Flex Data Repotting

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 Hame:

|Transadiun-MerchantMerchant w/E S| November 2007
Report Description:

|Transal:ti0n and ESI Merchant Data

Report Output:

Qutput Type:
IF'DF Yl

Output Parameter Page Placement:

End ¥ | Optional far PDF anly.
Revert to Last Saved N Preview) >~ it ]

Click the Edit link to
change your selected
hierarchy positions.

Select Report Data | Fiter for Cortert | Sort By Critdia | Set Report Layout |

Filtering allows you to set limits for the content of the report. Below are the data fields you elected to filter an)
default of"all", select, search & select, orfill in the criteria box{es) to define the report output.

Filter Criteria

Selected Filters

Frocessing Hierarchy Position(s): Edit

Agent Company Division Depag

FProcessing Hierarchy

Transaction Amount to |D.D

|11,fm,fznn? FE> 1o |11 {32007 [

Transaction Date

== Backto Flex Data Reporing

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.

T/,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 D_ata Reporting m

Transaction and ESI Merchant Data

Report Name:

|Transa|:1i0n—MerchantMerchant wiE Sl Movember 2007
Report Description:

|Transacti0n and ESI| Merchant Diata,

Report Output:
Output Type: Qutput Parameter Page Placement:

IF‘DF 'I End ¥ | Optional for POF anly.

[“Sovo W Roverito Last Saved S Proview Layout S, 24 Jeport

Select Report Data r Filter for Contert r Sort By Criteria r Set Repor*/n_a\,-'out |

Sorting allows vou to arrange the data records in a logical order that suits your purpose. In the drop-down SORT boxes below are the
header labels you defined for this report. Select from the available 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 thatthe report should
hreak for the suhtotals on the Sort option selected.

ihen you elect to BreakiSubt any sortfield, the output report will also breakisubtotal an all sort and hierarchy levels as well.

/.

wONE =] [monE x| |monE =] [mone
@ Ascending Order % Ascending Order % Ascending Order & Ascending Order
" Descending Order ' Descending Order  Descending Order ' Descending Order
@\ " BreakiSuhtotal Level ' Break/Subtotal Level " BreakiSuhtatal Level ' BreakiSubtatal Level

\t‘ Mo Break/Subtotal

== Back to Flex Data Reporting

Select the No Break/Subtotal
radio button if you do not want
any breaks or subtotals.

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 ES| Merchant Data

Report Name:
ITranSammnfMemhaﬂtMerchamW;‘ESI MNowvember 2007

Report Description:
|Tran5actmn and ESI Merchant Data

Report Output:
Output Type Output Parameter Page Flacement:
[POF =] [End | optional far POF oniy

Sovo I Roveri o Last Saved J

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

Click on a report column header Iabel, then use the buttons on the right {0 change the placement of that column within the repart.

Report Column Labels

Account Owner's Name

Cardhaolder ar Managing Account N Top
ESI Merchant Address

ESI Merchant City

ESIMerchant DBA Mame o
ESI Merchant ID

ESI Merchant Legal Nare Do#n
\ES| Merchant Name

ESI Merchant Phone Bottam

ESI Merchant Postal Code
ESI Merchant State

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

=< Backto Flex Data Reporing

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.

I Cliert Relationship: ACME Corporation You are the Only user WhO
can access, run, or modify
the saved report.

Wy Saved Reports r Creste a Mew Report

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

Last Modified

Delete MName Template

Guarterly Transaction Report ) 04112007
r Guarterly Transaction Detail Report for Management Reviewr Meeting TR 10:54
Transaction-Merchant erchant w/ESI Movernber 2007 Transactionwi Merchantw/ESIw/i 110132007

Merchant 16:10

Transaction and ES| Merchant Data

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

== Back to Reporting

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

Account Adminis 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 Scheduler

Wiew and maintaig a1t scheduled reports.

Flex Data Rep/S&¥ig
Create and myntain adhoc reparts.

Custom Reports

Create and configure custormn repors.
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 Repors
[ Reparting Ohjects

23 My Reports
E ] Shared Reports
(3 SBank Shared Reports™

3. Openthe 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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{ B
Custom Reports

-

B & Damains =]
Bl @ Custom Reports
[ Reporting Objects

3 My Reports
B 2] Shared Reports
B (3 ~USBank Shared BAorts™

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

L’*Accounts wiith High Credit Lirmits

f_b Accounts With Underutilized Credit Limits

& § Active Accounts with Multiple LostStolen Cards within 3 Year
g;j MCCMAT Codes Assigned to Cardholder Accounts

# 4§ MCCMAT Codes Assigned to Managing Accounts

[ 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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2 My Ret
B [ Sharet
B[] =W

\Date
|doss01r19

Processing Hierarchy
Position Division

.- PN 4
=101

File Edit “iew Favorites Tools Help | :;'

Custo| ddress [{] https: fuat1 access. usbank, comyibi_apps{Controller?WORP_REQUEST _TYPE=WORP_LAUNCH_CGIaJBIMR_action=MR_RUN_ = | [EJ 6o |@ -
Custom Reporis -
Parameters I—

2 Do S g e

2@ R -
3 Rep\] Enter Cycle Start Enter Cycle End Date Hierarchy Position Processing Hierarchy Processing Hierarchy

Bank (Required}
|3058

Position Agent Position Company

Reporting Hierarchy
Position Level 2

[zo0s/07/12 ]

Reparting Hierarchy,
Position Level 3

Reporting Hierarchy
Position Level 1

Processing Hierarchy
Position Departrent

EI=TiL
hA

Reporting Hierarchy

7

Reporting Hierarchy Reporting Hierarchy Reporting Hierarchy Monthly Spend Limit

L:*A Position Level 4 Position Lewel 5 Position Level & Position Level 7 Greater Than
L_*A I I I (Required)
é‘.*w ISDDUD
i
BT /
3.; Run| Reset | Clear Output | i Run in a new window |
hr o
G 4F |@'] Daone i

[ =] La_rge DDIIaLrTransactions

#_4 High Cardholder Spending by Merchant

To filter the report by

-
_—

hierarchy, you need to type

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

only the value for the lowest
position (not all positions

10.

11.

L

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. Eachreporthas unique parameters. For detailed steps on

each report’s parameters, refer to the user guide. Access Online: Run a Shared
Custom Report user guide.
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=10l x|

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

| ':r'

File Edit ‘Wiew Favorites Tools  Help

Address [&] https:jjuatt .access.ushank, comfibi_appsiControllerPORP_REQUEST_TYPE=WORP_LAUNCH_CGISIBIMR _action=MR_RUN_ ¥ | Go |@ -

-

Parameters

Enter Cycle End Date Hierarchy Position Processing Hierarchy
Fosition Agent

Processing Hierarchy
Position Company

Enter Cycle Start C
Date 2009707719 Bank {Required)
[z0os701719 |3058 | 1234

Processing Hierarchy ierarchy Reporting Hierarchy

Position Level 2

Reporting Hierarchy
Position Level 3

Click the Reset
button to return to
the default settings.

Position Division

e

Reporting Hierarchy
Position Level 4

|456?8|

Click the Clear
Output to clear the
report output.

nthly Spend Lirnit
eater Than
equired)

Run| Reset Clear Output [ Run in a new windaw

l_ l_ l_ l_ E | & Trusted sites

A

@ Done

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

- Click the
Do you want to open or save this file?

@ j Marme: WEServlet xlz
[Hl Type:  Microzoft [ Wwiorkzheet
From: uatl. acceszs uzNnk. com

Open Save Cancel

v flways azk befiore opening this type of file

harm pour computer. IF vou do not trust the source, do not open or

@ While filez from the [ntermet can be uzeful, zome files can potentially
zave thiz file. What's the righ?

Cancel button to
cancel rupning the report.

13. Select to open or save the report to your computer.
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A [ B [ c T o0 ] E J =
| 1 All Convenience Check Transactions Report Created: 200905818 —
| 2 Bank: 3060 Agent: Company: Division: Department:
| 3 Reporting Hierarchy: Level 1: Level 20 Level 3: Level 4: Level 5: Level 6: Level 7
| 4 |Start: 20090101 End: 2008/08/15
| 5 Repor Name Report Date | Ma Bank Ma Agent Ma Company Ma Division Ma Department Reporting Level 1 Reporting Level 2 Reporting Level =
| B All Convenience Check Transactions  8/18/2009 3058 BE32 12345 111 22222 33330
| 7 | 8/16/2009 3056 BRE2 12345 11111 22222 3333
| 8 | 8/16/2009 3056 GEE2 12345 1111 22222 3333
EN 8/18/2009 3058 GEI2 12345 1111 22072 3333
| 10 | 8/18/2009 3058 BB 12345 11111 222702 3333
| 11| 8/18/2009 3058 BB 12345 11111 222702 3333
12| 8/16/2009 3056 BRE2 12345 11111 22222 3333
| 13 8/18/2009 3058 BB 12345 1111 22222 3333
| 14 | 8/18/2009 3058 GEI2 12345 1111 22072 3333
| 15 | 8/18/2009 3058 BB 12345 11111 222702 3333
| 16 | 8/18/2009 3058 BB 12345 11111 222702 3333
| 17 | 8/16/2009 3056 7850 223456 11111 22222 3333
| 18 8/18/2009 3058 7850 223456 1111 22272 3333
| 19| 8/18/2009 3058 7890 223456 1111 22072 3333
| 20 | 8/18/2009 3058 7850 223456 11111 222702 3333
| 21| 8/18/2009 3058 7850 223456 11111 22222 3333
| 22 | 8/16/2009 3056 7850 223456 11111 22222 3333
| 23 | 8/18/2009 3058 7850 223456 1111 22272 3333
| 24 | 8/18/2009 3058 7890 223456 1111 22072 3333
| 25 | 8/18/2009 3058 7850 223456 11111 222702 3333
| 26 | 8/18/2009 3058 7850 223456 11111 22222 3333
| 27 | 8/16/2009 3056 7850 223456 11111 22222 3333
| 26 | 8/18/2009 3058 7890 223456 1111 22072 3333
| 29 | 8/18/2009 3058 7890 223456 1111 22072 3333
| 30 | 8/18/2009 3058 7850 223456 11111 222702 3333
| 31 | 8/18/2009 3058 7850 223456 11111 22272 3333
| 32 | 8/16/2009 3056 7850 223456 11111 22222 3333
| 33 | 8/18/2009 3058 7890 223456 1111 22072 3333

] 18,009 ! Tal IR, 11111 eriree) EEcryhd
M 4 » b['Sheetl |« »

L earn 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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Upload and Download Files with
Data Exchange

You can use the Data Exchange function to exchange files with U.S. Bank. Users
can download files from U.S. Bank and, by request, upload files to U.S. Bank. The
Data Exchange function accommodates files of any type, including text files,
spreadsheets, compressed files, PDF files, and graphics files.

Personal | Busi stitutic mert | Ahout LS. Bancorp

ACMET1

Data Exchange

Upload File
Upload electronic file<y i lacal PCiMetwaork to
My Personal I.nformation autharized and secyl U5 Bank Mailboxes.
Download F4e
Download electronic files from a secure US Bank

Liome Mailbo: to 2 local PCietwork,
Contact Us

To use the Data Exchange function:
1. Select the Data Exchange high-level task.
2. To download a file:

a. Click the Download File link.
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mmmrw@

Army A/OPC

=10l x|
B

#* Close Window

Data Exchange
Upload/Download File

Open P

]

Open in Mew Window

Upload File |

Print Targek

File Hame Size [
20t

Capy.
Copy Shorbcut
Paste

Help
+ Download: right
« Open: click on tl
« Delete: click"De
Upload: click"B

&dd ko Favorites.

Properties

Back to Top

Data Exchange, RS.1_Build11.0

select"Save Target As." OR "Save
nclick"Upload File".
Sort: click on approprate coldrmmn neader o sort by file name, size, or date.

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

&

You may close the Data Exchange
window during the download, but you
must keep the File Download dialog

box open during the download.

-

l_ l_ ré_ Laocal inkranet 4

b. Navigate to the file you want to download and right-click the file name and

select Save Target As....

Data Exchange - Microsoft I

=101 x|

i Back = = - @ ﬁl @Search @Favorites @Media ® | %v »ﬁ

Ebank

Five Sear Sarvice Givararun (4.5

-

* Close Window

Data Exchange
Download File

B2y
E=ACME
File Name Size [B] Date

Help

= Download: right-click an the file name and select"Sav
= Open: click on the file name.

« Delete: click "Delete File".

= Sort: click on appropriate column header to sort by file

= Your session will time out after 30 minutes of inactivity
» Closing this window during an upload will end the trar

Backto Top

Diata Exchange, R4 .0_Build! 3.0 (LATE3Y_EE Solaris)

O ACMESBF20.¢ 305359170 Thu Moy 20 13:21:00 (

e
Help
Delata
Saving:

ol x|
ACMESBF20.tt from demo. access usbank. com

I 7/

Estimated time left:
Download bo:
Transfer rate:

W Cloge this dialog bos wher download completes

[pem Falder | Cancel I

[Hper

c. Wait for the download to complete.
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a Data Exchange - Microsoft Internet Explorer provided by US Banke - |EI|5|
=l usE
@ba“k * Close Window
Fiwe Scar Sarvic Ciaranteod (5 )

_ﬁ
Data Exchange
Upload/Download File

T i |

Save in: Iﬁ |nternet E splarer j = rji v

1033
Connection Wizard
Higtaory Zuskom
i IE Uninstall
i PLUGINS
SIGMUP
W2k
Demog

| 711

sy

r

*« s % 8 8 T ||
I'.ﬂ____m

o

ua}
pai}
=

File name: [DFERLAT =l fave |
BCTEN )

Save az type: I HT L Document j Cancel

Data Exchange, BS.1_Build11.0
[~
@ I_ I_ E = Local intranet v

d. Select alocation and new name (if desired) for the file and then click the
Save button.
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ment |

Transaction Management
Account Information
Reporting

Data Exchange

Data ExZhange

Upload File

Uplaad electronic files fram a local PCIMetwork to
My Personal iﬁformation authaorized and secure US Bank Mailboxes.
Download File

Download electronic files fram a secure US Bank
Mailboxto a local PCiMetwork.

Home
Contact Us

3. Toupload afile:
a. Click the Upload File link.

Click the Root Directory link to
(Cbank. display all the entire folder and
mailbox directory.
Data Exchange
Upload/Download File

* Close Window

E=sRoot Directory!

I Browse | Upload File

File Name Size [B] Date

3058 TueJul 31 12:02:41 COT 2007
30684 hion Mar 03 14:26:22 CST 2008
£I30588 wied May 21 15:55:26 COT 2008
Clansac wied May 14 22:05:28 CDT 2008
Ckacsl INPLY/ Tue.Jul 08 09:18:45 CDT 2008
Ceacsl odTPuT Tue.Jul 08 09:18:48 COT 2008
ClACCTSETUR FriDec 14 23:55:01 CST 2007
CovaLIDvALUES Tue Oct2314:09:32 CDT 2007
CovwLTEST Wed Mar 01 10:30:11 CST 2006
Help

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

Delete: click "Delete File".

Upload: click "Browse" to select the file, then click "Upload File"

Sort: click on appropriate column header fo sort by file name, size, or date

Your session will tirme out after 30 minutes of inactivity.
Cloging thig window during an upload will end the transmission

Backto Top

Data Exchange, R21.0_Builct! 7.0 (UATE36)

b. Navigate to the folder and mailbox you want to upload the file to.
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@ba“ k¢ * Close Window

i Sar Service Goearavee (4°2)

Data Exchange
Upload/Download File

E=Root Directory!
E=ACKE Heln

BEPATRAIN

I Brnwse/l Upload File

File Name Size [B] Date Delete
£ sampleFile td 46 TueJul 08 10:30:40 COT 2008 Delete File

Help

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"

Upload: click "Browse" to select the file, then click "Upload File"

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

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

Backto Top

Data Exchange, R21.0_Build7 .0 (UATE3E)

c. Click the Browse button.

Look in: IB Upload Files j = ch{ -

Your file name must not
contain any spaces or
special characters.

File narne: ISampIeFiIe.t:-:t j Opet I
Files of type: I,-’.'-.II Files [*.7] j Cancel |
4

©2010 U.S.

d. Navigate to and select the desired file and then click the Open button.
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Note the filepath displayed.

Ehank.

Data Exchange
Upload/Download File

#* Close Window

E -

Browse Upload File/

E=Roat Directory
E2ACKME
E=PATRAIN

Cilpload Files\SamplEFil

File Name Size [B] Date Delete
@ sampleFile bt 46 TueJul0810:30:40 CDT 2008 Delete File
Help

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".

Upload: click "Browse" to select the file, then click "Upload File".

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

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

Backto Top

Data Exchange, R21.0_Build! 7.0 (UATE36)

e. Click the Upload File button.

#* Close Window

Ebank.

P farSevi Goarmnid (5

Data Exchange
Upload/Download File

@ The file, SampleFile.txt, has been successfully uploaded to directory PATRAIN.

E=sRoot Directory/

EBACME Helg
E=sPATRAIN
Browse_ | UpladFila |
File Name Size [B] Date Delete
O sampleFile td 46 TueJul 08 10:36:36 COT 2008 Delets File
O SampleFiletd 07 08 03 10 30 40 AM CDT 46 TueJul 08 10:30:40 COT 2008 Delete File

Help
= Download: right-click on the file name and select"Save
Open: click on the file narme

Delete: click"Delete File".

Upload: click "Browse" to select the file, then click"Upload File"
Sort: click on appropriate column header to sort by file name, size, or date

Note that although you uploaded a file with a
name that was previously uploaded, Access
Online simply adds a new date/time stamp to
the newly uploaded file. The system does not
replace the previously uploaded file.

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

Backto Top

Data Exchange, R21.0_Build17 .0 (UATE3E)

Ti,D I If you attempt to upload a file with spaces or special characters in the file

name, an error message displays. Simply rename your file without spaces or
special characters and upload the file again.
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Additional Roles and Tasks

You can review the tasks that the other roles in your organization perform, including
Resource Managers, Billing Officials, and Cardholders.

e For Resource Manager tasks, including their portion of managing and
cardholder account setup and maintenance and accounting validation control
creation, refer to the Access Online: Resource Manager 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 (simply use the
cardholder password) and review cardholder lessons and training material.
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Additional Resources

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

Each lesson provides step-by-step instructions on completing tasks.

0Bbank

Welcome to Access® Online Wab
Based Training!

access Online User Guides
C link k

Click the Simulations link for Lesson User Guides
guided and hands-on

simulations, plus recorded
training classes.

a) oia you

previous screen

To hegin a lesson right away, click the
lesson number

2006 CIO Magazine's Enterprise

Value Award Winner
14th Annual
ClO Enterprise
L5 Bank's Access Online system Value Award

namer

To access the topic-specific user guides (with additional, topical information), click
the User Guide link and then navigate to the guide you want to look at.

©2010 U.S. Bancorp 118



Army A/OPC

Access Online User Guides

slick a link below to download & wi

Other Documents

You also have additional documents available to you, including a glossary
specifically for our government clients, as well as an editable PowerPoint
presentation that you can use to train cardholders.

Access Online User Guides
Click a link below to download a v hl

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 ar a hands-on simulation.

Simulations

ding lh -

no ln-H

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-on simulation.

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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©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
by, nor implies endorsement, in whole or in part, by any element of the United
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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