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Icons

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

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

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

Web Addresses

Live System

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

https://access.usbank.com

Web-based Training

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

https://wbt.access.usbank.com



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

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

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

Tip /" Bank security policies prohibit us from accessing and using your live site
for training purposes. So, to safeguard your account information, we use sample
screens throughout this user guide. Your actual user interface in Access Online is
customized to meet Army needs and will look slightly different.
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Confirm and Pay Payment Model

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

Confirm and Pay Model

Cardholder creates order.

Transactions post in Access Online

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

Cycle Close

Cardholder approves his/her
statement,

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

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

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

Billing official certifies the
managing account statement.




Army Billing Official User Guide

Get Started

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

Login/Logoff

nmert | About U.S. Bancorp

U.S. Bank Access”Online

Welcome to Access Online!

Contact Us
Login Flease enter the information below and [ogin to begin.
COrganization Short Marme: You must fill
| in all three
Lzer D
|

fields.
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.

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

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

implamentthe features and functionality that best support andfor enhance their business processes.

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

When our clients are ready, so0is Access Online.

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

Personal | Business | Institution / Government | About U5, Bancarp

ARMY

Ebank.

P Sar i Garaneod (5.8)

U.S. Bank Access® Online H”

Message from U.S. Bank
Welcome!

You are viewing Access Online, the latest innavation in our complete set of commercial card tools. Access

dinline is a weh-enabled program management and reporting toal offering a feature-rich platiarm that can he
My Personal Information N gufigured and deploved to meetthe unigue needs of our clients. Our clients have the ability to
™ gatures and functionality that best support andfor enhance their business gocesses.

Arcass Ol
acs

iconment bringing aur

- ] The Left-column Navigation Bar gives
Contact Us you access to all tasks and functions.
Click to display subtasks.

Check your Client Home page
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

712! 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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US Bank I|nkS Perzonal | Bu =fitutio ment | About US.
ARMY

Ebank

i Sear Savice Gisaranied (5.8)
U.S. Bank Access®Online ,

Order Management

Transaction Management My Personal Information

Travel Expense L
Management Change Password & Authentication

Information [o=er 102 patbilling

Logout button

A Required field has been left blank. Please complete.

Organization Short Name::  apwpy
Functional Entitlement Group: ||| NG OFFICIAL

Error messages

*= required
Change Password

Please enter a passward between 8-20 alphanumeric characters. Lse a combination of letters and numhbers
easy foryou to remember but not for athers to gquess.

Passwaord: ™

Left-Column
Navigation Bar
with menu
expanded.

2wy Passward: ™

r New Passwaord: ™

Authentication
Flease select an authentication question and enter a response that will be easy to remember. This
information will be used in the event that vou forget your password.

Authentication Question:
IPet‘s MName 'l

Authentication Response: *

== Backto Personal Inforration

The following elements are common to all Access Online screens:

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

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

e |eft-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
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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.

Order Management

U.S. Bank Access® Online ,

] M'(jlll'agement My Persor nformation * Log Out
t [ user 10: patbiligh

Account I

mation

Data Exchange

Home
Contact Us

Password
Change yaur system passward and create or modify an authentication response that will

he uzed 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 infarmation {name, address, phone no., etc.)

o Email Maotification

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

< Add Accounts

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

To access your personal information:

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

2. To change your password or authentication question:
a. Click the Password link on the screen or the Left-column Navigation Bar.
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My Personal Information
Change Password & Authentication

[ user iD: patadmin

Organization Short Name: ARMY
Functional Entitlement Group: BILLIMG QFFICIAL

*= reguired
Change Password

Please enter a password between 8-20 alphanumetic characters. Use a combination of letters and numbers
easy for vou to remember hut not for others to guess.

Current Password:
Erter New Password: *

Re-enter Mew Password: *

Authentication
Please select an authentication guestion and enter a response thatwill be easy to remember. This
information will be used in the event thag Noriet your password

Authentication Guestion:
IPet‘s Mame 'l

Authentication Responsge: *
teacups

R\ Save)

== Back to Perganal Information

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

My Personal Information

I User 1D0: paZform

Password
Change your system ng/Sd and create or modify an authentication response that will
he usedwhen resettiyl a password.

Contact Information
Update your user ID contact information (name, address, phone no., etc.).

< Email Motification

Account Access
WViews access rights and user specific infarmation, such as accounts and hierarchy level
AcCess.

o Add Accounts

Manage Accounting Code Favorites
Add favarites, enable favorites to he selected when reallocating and manadging
allocations, and delete existing fawarites.

3. To update your contact information:

a. Click the Contact Information link.

10
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My Personal Information
Change Your Contact Information

I User 10: paladmin

Organization Short Name: ARMY
Functional Entitlement Group: B|LLING OFFICIAL

Enter the following information to change your existing contactinformation. Please note, changing this
information does not change your statement contact information. To chanoe ywour statement address, please
contactyour program administrator.

*=required

First Marme™ Last Mame™ Ml

|Jane Doe 0

Address 1:* Address 2

IEDEI Chestnut Strest ISuite 1776

City: ™ State/Province: * ZipiPostal Code: ™

[Priladelphia. [Pa =] [19108

Counry. Required fields have
[United States 7] red asterisks.
Phone Mumber™ Fax Mumber:

5129730000

Ernail Address:
|janedoe@army.mil

Other:

== Back to Personal Information

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

11
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My Personal Information

I Uszer 10: paZform

Password
Change your system passwaord and create or modify an authentication response that will
be usedwhen resetting a pag N

Contact Information

Update your user ID contyAt infarmation (hame, address, phone no., ete).

< Email Motificatfon

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

< Add Accounts

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

4. To update your e-mail notification:

a. Click the Email Notification link.

My Personal Information
Email Notification

[ User ib: paztam |

Taoreceive an email notification, selectthe sg| cess and corresponding scenario's, timing or accounts.
*=required

Ernail Addrass: *

I.Jusesanchez@army.mll

Email Notification

[¥ pata Exchange
Haold down the Cirl key to make
multiple selections.

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

Successful Download
Unzuccessful Download

[ Action Pending Travel Expense Report
& Daily
(o] Weekly: s

[~ Send notification anly when thye sending a travel expense repaort.

Statement Notificatjp

Select accounts bel amail notification when a staterment is available in Access Online

Accounts 238000 directly to this user id:
Status Account Number Account Name Account Type

Accounts viewed through assigned hierarchies: Add Managing Zcounts
Add Cardholder Account

Remove Ac er  Account Name

== Backto Personal Information

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

Add additional accounts, if needed.
Click Save.

12
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My Personal Information

I Uszer 10: paZform

Password

Change your system passwaord and create or modify an authentication response that will

he usedwhen resetting a passward.

Contact Information
Update vour user 1D ¢

infarmation (hame, address, phone no., ete).

< Email Motific 208

Account Acless

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

ACCESS.

< Add Accounts

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

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

My Personal Information

View Account Access

| User 10: patbilling

Organization Short Name: .  ARMY /
Functional Entitlement Group: BILLIMNG OFFICIAL

Add Accounts

Product Description

Hierarchy

Processing Hierarchy

Bank.Agent.Company.Div.Dept Hierarchy Level

3058.0066.11791

3058006611740 @
== Backto Persnna(nrmatinn

Campany
Company

These are the accounts and hierarchy entitterneants to which yvou have access.

Account Number Designated User

User ID

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

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

to add accounts.

d. Review your processing and reporting hierarchy positions.

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

and/or adding accounts.

13
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My Personal Information

I Uszer 10: paZform

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

Contact Information
Update your user ID contactinformation (hame, address, phone no., ete).

< Email Motification

Account Access
WView access rights and user specific information, such
AcCess.

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

< Add Accounts

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

14
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View an Account Profile

You can easily view a cardholder, managing, or diversion account profile. The
account profile reflects the information your A/OPC and/or 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 or diversion account profile are the same.

U.S. Bank Access” Online

Account Information

I Card Accourt Number: mremersseses 5709, DOUGLAS JOHNSON Switch Accounts

Statement

Wiew account statementis).

Reporting » Cardholder Account Statement
My Personal Information = Manading Account Staternent
= Diversion Account Staterm eg

Account Profile

Wiew account demograp/ics, limits, accounting code, and other related information.
= Cardholder Account Profile

= Manading Account Profile

= Diversion Account Profile

Home
Contact Us

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

15
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Cardholder Account Profile
Account Summary

I Card Account Humber: ****==2=2==n583, ROSEANKE BUTLER Switch Accounts

Select an iterm below to view it itents. You can also View a Manading Account

Demaodgraphic Infarmatior
Wiew account name, address, and contact
information.

Authorization Limits
Yiew guthorization limit information such as Credit

Account Information Limit, Single Purchase Limit, and Available Credit

Yiew other account information such as Account

Status, Hierarchy Position, Cycle Day, and Open Date. Financial Histo

Wiew the account 12-maonth history, ¥-year histary

Default Accounting Code analysis, and 7-year history.

Wiew the default accounting code assigned to the
account.

Account History

Request Type Update Method Last Updated
Setup Manual 05ME2006 21:07:13
Maintenance  hanual 0552006 21:07:13

8. Search and select a cardholder account, if needed.

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

16
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Cardholder Account Profile
Demographic Information

I Card Accourt Humber:  mressssssssshges 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 SOUTH 6TH STREET STE 200
Address 2: EP-tMN-L26C TRAIMIMNG

City: MIMMEAPOLIS MM 554021403
State/Province: bk

Zip/Postal Code: 55402-1403

Country: Linited States

Contact Information

Work Phone: 612-973-0000

Home Phone:

Alternate Phone: 000000000000000000
Fax: 559999995

Email Address: RBUTLERZARMY.MIL

Demographics Comments:

== Backto Cardholder Account Sutmmary

The Demographics screen displays all the available demographic information about
an account, including any comments your A/OPC or Resource Manager typed

during account setup.

10. Click the Back to Cardholder Account Summary link to return to the summary

screen and click another link.

17
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Cardholder Account Profile
Account Information

I Card Accourt Number;  FFessss==mm=ggas, ROSEANNE BUTLER Switch Accounts

Account Status: " " -0OPEMN

Hierarchy Position

Bank Agent Company Dmsion Department
3058 0DO0BE 117490 poooo 0ooo

Organization Name
ACA SOUTH

Account Information

Managing Account: 47163045566061 20
Cycle Day: 18
Expiration Date: 103152011
Open Date: 1021520045
Temp Auth Start Date:

Temp Auth End Date:

Meeds Activation? A

Current Balance: 0.0o

Past Due Balance: 0.0o
Plastic: I

Checks: ]

Checks Valid Dollar Amount:

Telecom: I

Telecom Status:

Payment Method Code:

Payment Method Description: =Mone=

Reporting Level

11780 00000 00000 00000 00000 00000 00000

Account Information Comments:

== Backto Cardholder Account Summary

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.

18
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Cardholder Account Profile
Default Accounting Code

\lﬁ_

I Card Accourt Number; TRrememsess 5633, ROSEANNE BUTLER

Switch Accounts |

Default Accounting Code

Segment Name (Length)

APPROPRIATION (20) OA SN () UIC (B) .
23340000000000000000 11 f4544  AFPC33 TYTTTTITITTY BAObBEEEe 23

MFP (2} JO(8)

Default Accounting Code Comments:
UPDATED DAC WITH MEW UIC WALUE.

== Backto Cardholder Account Summary

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

code.

19
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Switeh Accounts

Action

Wiew Details
Wiew Details
Wiew Details

Type
Custom

Custom
Custom

Cardholder Account Profile
Authorization Limits
I Card Account Number;  resssemees, 56583, ROSEANNE BUTLER
Authorization Limits
Credit Limit: 1,500.00
Single Purchase Limit: 0.00
% Cash: a
Available Credit: 1,500.00
Fiscal First Month: 1
Standard Velocity Limits
Limit Total
Daily Dollar: 0.o0 0.0o
Daily Transaction: 0 i}
Cycle Dollar: 0.o0 0.0o
Cycle Transaction: 0 i}
Monthly Dollar: 0.o0 0.0o
Monthly Transaction: 0 i}
Quarterly Dollar: 0.00 0.00
Quarterly Transaction: 0 i}
Yearly Dollar: 0.o0 0.0o
Yearly Transaction: 0 i}
Custom Velocity Limits
Limit Total
Other Dollar: 0.00 0.0o
Other Transaction: 0 1}
Refresh From Date:
Refresh To Date:
Days in Refresh Cycle:
Refer To Managing Account
Merchant Authorization
Controls: Ay
Refer To Managing Account
Velocity Limits: Ay
Refer To Managing Account
Single Purchase Limit: Y
Merchant Authorization Controls
Control Authorization Action  Single Purchase Limit
MCCGET11A  Approve i}
MCCG111 Approve i}
MCCGEI21T Approve i}
Authorization Limits Comments:
== Backta Cardholder Account Summary

The Authorization Limits screen displays all the authorization limts for the account,
including the credit limit, single purchase limit, percent cash, and available credit.
The 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.

20
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The 12 Month History tab contains fingncial
Cardholder Account Profile | history data for the past 12 months.
Financial History /
| card Accourt Number: meeseenggas pae— Suiitch Accounts
12 Month History Iztory Analysis | 7 Year History
The 12 Manth Histary includes accumulated account infarmation for 12 previous billing cycles. Each page
includes faur billing eycles of history.
Fage: 1123
Current 07/10/2008 06/10/2008 05/M10/2008 04/10/2008
Mummber of Payments a 1] 1] a a
Total Payments §0.00 0.00 fo.o0 §0.00 §0.00
(Last Payment: 00/00/00)
Minimum Payrment §0.00 0.00 fo.o0 §0.00 §0.00
Murmber af Purchases a 1] 2 a a
Total Purchases §0.00 0.00 o000 §0.00 §0.00
(Last Purchase: 0552908
Number of Cash Advances a 0 0 a i}
Total Cash Advances §0.00 fo.00 fo.oo §0.00 f0.0a
(Last Cash Advance: D0/000O0Y)
Mummhber of Cradits ] 1] 1] ] a
Total Credits §0.00 $0.00 §0.00 §0.00 §0.00
(Last Credit: 08/29/08)
Mumber of Misc Charges a 1] 1] a a
Total Misc Charges §0.00 0.00 o000 §0.00 §0.00
Insurance fees §0.00 F0.00 Fo.o0 §0.00 §0.00
Late Charges §0.00 0.00 o000 §0.00 §0.00
Crverlimit Fees §0.00 000 §0.00 §0.00 §0.00
Purchase Finance Charges §0.00 $0.00 $0.00 §0.00 §0.00
Cash Advance Finance Charges §0.00 F0.00 F0.00 §0.00 §0.00
Credit Limit §1,500.00 %1500.00  §1,500.00  §1,500.00  §1,500.00
Balance §0.00 000 §0.00 §0.00 §0.00
Qutstanding Purchase Balance §0.00 F0.00 F0.00 §0.00 §0.00
CQutstanding Cash Balance §0.00 F0.00 F0.00 §0.00 §0.00
Qutstanding Misc Charges §0.00 F0.00 F0.00 §0.00 §0.00
Outstanding Purchase Finance
Chatges §0.00 $0.00 fo.o0 §0.00 §0.00
Cutstanding Cash Adv Finance
Chatges §0.00 $0.00 §0.00 §0.00 §0.00
PastDue §0.00 $0.00 §0.00 §0.00 §0.00
Ayg Daily Bal - Purchases F0.00 F0.00 §0.00 §0.00
Avg Daily Bal - Cash Ady $0.00 fo.o0 §0.00 §0.00
Avg Daily Bal - Purchases and Cash
iy $0.00 §0.00 §0.00 §0.00
Fage: 1123
== Backto Cardhaolder Account Summary

The Financial History screen displays inforamation about the history of the account,
including 12-month history, seven-year historical analysis, and seven-year history.

21
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Cardholder Account Profile
Finanecial History

I Card Accourt Humber: Fessrs====zgggl, ROSEANME BUTLER Switch Accounts

12 Month History | 7 Year Histary Analysis r ¥ Year History |

The ¥ Year Histary Analysis is divided into 12 hilling-cycle periods heginning with the mast recent period

and includes the number of times the listed condition occurred during each period.
Times Billed 12 12 g 0 0 0 0 33
Times Statement Generated 3 3 1 a 0 a a 7
Times Overlimit 0 ] a a 0 a a a
Times Past Due 01-30 Days 0 1] I} 0 0 I} I} 0
Times Past Due 31-60 Days 0 1] I} 0 0 I} I} 0
Times Past Due 61-90 Days 0 ] i 1] 0 i i 1]
Times Past Due = 91 Days ] 0 i 1] ] i i 1]
Cycles with NSF Check 0 0 0 0 0 0 0 0
Times Small Balance Written Off 0 ] a I I a a I

== Backto Cardholder Account Sumimary

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

Cardholder Account Profile ﬁ

Financial History

I Card Account Number; ==m==m2i603 ROSEANME BUTLER Swiitch Accounﬂ

12 Morith History r T Year History &nalysis r T ear History

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

07/08 06/08 0508 04/08 03/08 02/08 01/08 1207 1107 1007 09,07 08/07

Billed A A A A A A A A A A A A

Statement Generated M Y M M Y M M M Y M M M
Overlimit il il il il il il il il il il il il
PastDue 01-30 Days M M M M M M M M M M M M
PastDue 31-60 Days M M M M M M M M M M M M
PastDue 61-90 Days M M M M M M M M M M M M
PastDue = 91 Days M M M M M M M M M M M M
MNSF Check il il il il il il il il il il il il
Small Balance Written Off M M M M M M M M M M M M
Furchases M M M M M M M M M M M M

il il il il il il il

=
=
=
=
=

Cash Advances

=2 Back to Cardhalder Account Sumrmary

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

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

flag and router) information.

22
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Perform Order Management
Tasks for the Cardholder

As a Billing Official, you may need to act on behalf of the cardholder while the
cardholder is away from the office e.g., on vacation, out sick). In this situation, you
may need to create an order, edit an order, and/or match orders and transactions.

Create a Manual Order

Order Management

Order Maintenance
View, create, maintain, delete g8
records.

r suspend order

Account Information
Data Exchange ® Create Mew Order Fecord
Reporting

My Personal Information Match Muiltiple Orders to Transactions

Manually match an unfulfilled order to unmatched
transactionis).

Home
Contact Us

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

23
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Order Maintenance
Create Order

Required fields red asterisks.

s s Sormm 00 s an Chrioe i mary B asvaitabbe for auformiatic s manual malchies 1 banescaons

il

i1 infarmation Eaniai | G
Genesal

Corrol Myt [J0T4302038 | Do

Btatse open Baurce oou Uear i

Busingss Lisit Iwaice & Documpet #
Reguesies Hama: = Tranganon Neprd Cose =] Astmorzaten HumEer

Fimancis

™ Coest Ordar

At * | ] Tas Amount [ o Freigmament | ]
R [
U0 Raares -] Coniiet oy ot [
Cortngancy Puichases | =]

Mo chuanl

s & ety T

This order form is a sample. Your
order from is customized to your

organization and may look slightly
different.

ol [ ] e [ =] postacese [

oy Bt = Pastsl
Destination Code Huzargous Matonals.  [Me = OCONLUS Shigman Nuthod L2
oan: [ Michangian Hend Datn

Addtmnal information

PN REsard § MO Resarad Shipsing Drata
O Dt

11 Lina fems Eshuniniea | fula

The Line foms saction provdes 3 detaiied temizaton of fie total

=1 Eatemia tia | £adn

' SHCI0N displins AP0rabizns Ml wi e appied 1o o iansacann]s) when mathid
fou can slipzate amounts by dollar amound o garcestape. Tre Uinallocated Amoent mestaqual 2mo 8
bréam saing To akocaln in addronsl sccourang codes, cligk e "Add” butan

Segment Name (L engih) Favorie

AT WA RIC (1) RSC LD Gl 2 SIPC () DU 5 TT 42} P i)

s At e Mo B4 (o, Ve w4~ Bt 30 2y abssabont

S0 All 0 Dafaut Actsumiing Code
I [ 1 snotenal atacationts)

tws enirked lor resnoval ane a0oed o T Lniliocsed Amount vk

-1 Comments Evteninen | Gn s Bamy
The COMMEnEs Secion provises usarcafiend S arals) al can bo used fof comments

Miscallasous Comme Pasarand Foe PO

vl 7 Aubiarizatiens Daclanad Conigancies

|=1 Matzh Tolsrance Eamam i | Gals

Thes doder s cumently no male Tio m.
Transaca0ns 3% and hen click M <Matzh % Tranzactons= ank.
By Ao
© Uiga pegasizaion dataull na cheskior folaranes)
spdeili baktrance 0 1 moans systom will use 2610 34 a Rleanie amourd
b Chesk mauired far SIBTANES SMAUNL AT VARANE HIOWSS

By Porcent
Uy eganization detaull ino chick for loernce)

s Specinic tlerance: 0% £ means system wil
b Check reguined for dlerance smounl, sy racsince slowed

200

tha mlerance amourd

A valus Batsan B

T eysternwit u

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

Create Order

Client Relationship: United States Army Switch Relationships
Card Accourt Nurbs =1 234 Switch Accounts

¥ Create
Be sure to type the requester name exactly
correct to avoid getting an error message.

Lse this form to create an Order that may be availahl

*= required

Collapse All

[-] Information Fadae to top | Go to Save
General

00143025834 Dat

IDS,H Flenng Creation Date: 09/17i2008

JDOE2S User|D: W
l— Document #: l—
Transaction Method Code: l—;l Authorization Murmber: l—

Control Mumber:
Status:
Business Unit:

Reguestor Mame: ™

Financials

\.— Credit Order

Amount. ™ I 1] Tax Amount: I 0.00 Freight Amount: I

Source Currency: |U.S. Dallar j Source Currency Amaunt I— Froperty Book: Mo -

UID Required: Mo = Contract Payment Method: m Miscellaneous Amount: I——
Contingency Purchases l—_;l

Merchant

b A i O P NV rtnn £ NI e An s

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

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

6. Type the order amount.
Complete any other order information fields, as needed.
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" T S U U L PSPVt W R
Contingency Operations: I Wﬁ%

Merchant

Marme: * | /

City: I State: I 'l Fostal Code: I

Ship To

City: Fostal Code: I

QCOMNUS Shipment Method: I 'l
Merchandise Received Date: I Merchandise Due Date: I Merchandise Need Date: I

Additional Information

PMO Reserved 1: I PMO Reserved 2 I Shipping Data: I
Other Data: I

[-] Line Items Eeturn to top | Go to Save

Destination Code:

The Line ltems =section provides a detailed itemization of the total.
MMW g il T b W\Nn.. WMAI‘\—""\‘

8. Type a merchant name.

9. Specify any other required or optional fields, as needed.

T e T i i M= v
[-] Line Items Eeturn to top | o to Save

The Line ltems section zmdes a detailed itemization of the total.

Remove Product Cop n Description Oty Unit of Measure Unit Cost Line ltem Total % of Amount
Nio Lirve fems havefeen defired forihis Omer. Glick “Add i add lire iters.

L Add I_/_1 Line ltems If the order is for a credit, you cannot
< include the credit as a line item.

-] Allocations
This section displays allocations that will he applied to the transactign(s) when matched.
B e T it ISRV R UL L S R A P

10. To add line item detalil, type the number to add and click the Add button.

pre— T T = T M e TR R e e Ve S e & A AR i AR P PR R
Other Data: I
[-] Line Items Eeturn to top | Go to Save

The Line tems section provides a detailed itemization oig

ShowiHide Table Details

Unit Cost % of Amount

Unit of Measure

Remove Product Code Item Descpgti Line ltem Total

o Copy Machine | 1[Each = 1000 | 1o00.00f 50.00 %

| |Paper | 100[Ream = 10 | 1000.00] 50.00 %

Chedi All Shown | UnchedeAll Shown Tax | 0.00 | 0.00 %

Freight: | n.ao | 0.00 g,
ml 1 Line ltems

Total | 200000 [ 10000+

Amount Remaining: | 0.0o | 0.00 o

[+1 Allocatio Eeturn to top | Go to Save

Note the zero percent remaining.



Army Billing Official User Guide

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

[ T Y e e et T T e sV R [ e T T TR R WP
[-] Allocations Return to top | Goto Save

This section displays allocations associated to the order thatwill be applied to the transaction(s) whan
matched

*ou can allocate amounts by dollar amount or percertage. The Unallocated Amount rust equal zero (0}
befare the order can be saved. To allocate to additional accounting codes, click the "Add" hutton.

Allacate by Line lterm

= required

Remove Allocation

Total

Prepopulated Accounting Code Selection
Current Name Change to: APPROPRIATION (z20)

|54540000000000000004
[54540000000000000004

OAC (2)

Office Supplies  |--Change Current Value-- =l

[ $|
oy 10000 or| 50.009%

Unallocated
Prtlin | 0.00 [ ooow

or| 5000

Utilities |--Change Current Value- j

Chedd All Shown | Unchedd Al Shown

Set All to Default Accounting Code Reset All Allocations

ml 1 Additional Allocation(s) ) .

Click this button to set the order
Mote: Rows marked for remowal are added to the Unallocated Amountwalue ,

to the cardholder’s default

1 Comments == accounting code.

The Comments section provides user-defined test area(s) that can be used for comments associ
P N PR S

11. You should not usually have to assign an allocation to an order. However, if you
do, the allocation fields will be active. Type the number of allocations to add,
click the Add button, and then specify the allocation detail. Be sure to allocate
100 percent of the order.
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[ —" R W o B N T T L e e T e P

[+] Allocations Eeturn to top | Go to Save

[-]1 Comments EBeturn to top | Go to Save

Reserved for PMO

The Comments zection provideger-defined text areals) that can he uzed far comments.
Miscellaneous Comments /( !

7 B

The comment field names are
custom to your organization.

Level 2 Authorizations Declared Contigencies

USAF Lewel 3 Reserved

[-] Match Tolerance Feturn to top | Go to Save

This order is currently not matched to any transactions. To match it to transaction(s), click the Matched
o Ll th pee™ b e o i oA e e Pt

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

Utse this form b create an Order that may be svailable for automatic andlor manual matches fo bansactions.

* = required

Colspse sy from Eistng Order
-1 Information Bty Is bop | S e Suve
Genetal
ConbrolMurmbes, = [0014302638 | Dt [an7rens | Gesation Date 0an #2008
Status: open Source oo seriD: Paoezs
Busmessunt [ Iwoke [ ootwmems —

Renuestor Name: IJuIm Doe Transaction Methnd Code =] éutharization Number

Financials

T Coaat crser

Aenount * [ comoe Tas Aencunt [ 000 eresgntamoe | ]
Sowrcs Curmeney: [Usmaner =] sourecumeneyAmount [ PropenyDock He =

LD Fiequired. My = Conbat Payment Memod. [N = Miscellanvous amount |
Contingency Purchases -
Merchant

Mamie:* [Copy Max

City. Stabe. hd Postal Code,
Ship Te
City. e ot Fostal Code:

Destination Code. Hazardous Materials. Mo
Merehandise Focanied Daty Marchandise Dup Dase: Marchands Neod Date:

Additianal Information

DCONUS Shipment Method. il

PR Aestrmd 1 EMO Risened I Bhippang Data: |
Omer Data:
-1 Line items Esbus is o | 2 4 Savs

The Line itams section prowdes a detalled temization of the total

ShepadHice Table Duly

H L Mastny D riplion & 03 Lina Ren Tolad of Amout
r | |Copy Mackne | 1[Fach | w0 [ 1000.00 | £0.00
| [Faper [ 700 [Frwam =l w [ toono| £0.00 %,

Shesh Al Shyme, | Unsbaoi A8 Shoun T [ 000 000 s,

| Reaove |
I [ 7 e rems

Fraight noa 000 %

Totak: 2000.00 100,00 %
Amount Remsaining 0. oo,

Fahuin0.800 1 0.8 Sk

'] Allacations

-] Comments Eslurs ls bor | $u bs Game

The Commants sechon provides uses-definad b ses(s) Mat can be LEed for commants.

Comments Reserved for PO
= |
vl 2 Authorizations Declared Comigencles
= |
USRE Livel 3 Resered
- |
=
1-1 Mateh Tolerance Fiaburn.to ban | Sa5a.5,
Thilg order is ¥ atchaed fo any b it To match & o b L , elick the Matched
1ab and <wateh 1o link
By Amoist

€ Use organization defsull no check for tolerance)
= Use specdc folerance. U0 means syshem wil use 2ero o e bolerance smount)

Mo Check required fur toderance amound, ary variance sliosed
Dy Pescent
" Use organcation dedaull (no check for oisrance)

0% (0" means system wil use 2r0 @ the tolerance amound
 amouns, any variance alowsd

' Uge specic toleray
" No Chack equira

Hote: The systam wily Yo siringant bolerancs valug betwaen Amousd and Parcent

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

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

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

Order Managgitient * Log Out

Order Maintefiance
View, create, maintain, delete, andfor suspend order

; records,
Information

Data Exchange
Reporting

o s Match Multiple Orders to Transactions

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

= Create Mew Order Record

Home
Contact Us

To modify an existing order:
1. Select the Order Management high-level task.

2. Click the Order Maintenance link.
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Order Management
Search Order List

a4
* Log Out

Card Account Numbar. 653, ROSEANNE BUTLER

[-] Search Criteria

Fetum to top.

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

Qrder Number: herchant Mame:
[aBC123
Order Status Order Source Type
Order Date
Start Date End Date

B Er
mmiddivyry mmiddiyyy

Orders/Credit Orders:  Order Amount

| | H Sl to 5
Filter Orders by
& Processing Hierarchy Position
Bank: Agent:  Company: Division.  Department.
Search for Hierarchy Position
@ Account Mumber.
I471EBUUUUSBU5683

Nate: Separate my

Search for Accounts

3 comma

Cardholder Last M Show Duplicate Order #'s;

@ veg £ Mo Ces & N

Nate: Separate Jiltiples by 2 comma

Reset & Search with Defaults

Show Order Line ltems

Order List
Click on the Order Mumber o view the order dg
manage the orders Receipts

Records 1- 101

r 08/04/2008 ABC123 ABC Office Supply $500.00

\ick 0n the Receipt Status to  Create Mew Order Recard

5683 pathilling Open 0.00%

775 Order # not unique

Records 1- 111

Create a New Order by Copyirg an Existing Order

3. Search for the order you want to modify:

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

4. Click the order number link to modify the order.

31



Army Billing Official User Guide

Order Maintenance
Maintain Order

Card Accourt Number; ¥ =s=======og03 ROSEANNE BUTLER Switch Accounts
Raole: Cerified - BO Switch Role

arder Number; ABC1Z3 Order Date: 080472008 Order Status: Open
Order Amount.  500.00 TaxAmount. 0.00 Freight Amount. 0.00
herchant: ABC Office Supply Jsage Code: Order Source:  palbilling
Billed Amount:  0.00 Yariance % 100.00% % Fulfilled : 0.00%
Trans. Matched: 0 Last Match: Receipt Status:

F# Orders not unique

Order Details I/ Matched Transactions

Jse the Order Details tab to edit user-entered order data priar to automatic andfor manual matches to

transactions. ¥ou may also change the order status, for example, to suspendiunsuspend or cancel th Jat.
“= requ

ExpangAane Collapse All Copyto Create Mew Qrder
[+] Order Information Return to top | Go to Save
[+] Line Items Return to top | Go to Save
[+] Allocations Return to top | Go to Save
[+] Comments Return to top | Go to Save
[-] Match Tolerance Return to top | Go to Save

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

Expand Al Collapse All

Suspend Order From Matching & Cancel Order
7

Print Order

== Backto Search Order List

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

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

7. You can also print the order by clicking the Print Order button.

Learn Moreé: Foradditional information on order management, refer to the
Access Online: Order Management user guide and lesson.
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Use the Match Multiple Function to Match Orders and
Transactions

Order Management

VLSS Order Maintenance

H‘w View, create, maintain, delete, andior suspend
; records,
t Information
Exchange ® Create Mew Order Record

Reporting
[T Y ool Match Muitiple Orders to Transactions

Manually match an unfulfilled order to unmatched
transactionis).

Home
Contact Us

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

Match Multiple Orders To Transactions
Select Transactions to Match

Card Account Number: =ms=sm=mag5ags, ROSEANNE BUTLER
Role: Cedified - BO

To ratch transactions to an arder, select an order from the Unfulfiled Orders To Match list. Then select one ar
more transactions from the Unmatched Transactions Available to Match list and click the "Match to Order
button

To display a different list of results for "Unfulfilled Crders to Match” andior "Unmatched Transactions Availahle
1o Mateh”, use the appropriate Date

Date Range - Unfulfilled Ordey Date Range - L Try i Available to Match:
Start Date End Date Start Date / End Date
[osnzzone | -], [osnmeoes | [ oo | B 4, [osezooe | B
rarnid iy iy rnniddiyy rniddiyyyy
) Search R Reset J arch BB Reset J
Match To Order Chede All Shown | UnchedAll Shown
Unmatched Transactions
Unfulfilled Orders to Match Mote: Locked Transactions are not available for selection
Amount Outstanding Merchant Orde
Dollar Amit Number
\"' 05/01/2008 $266.11 $266.11 Bunzl 0000108000 [l 05115 $4,942.50 DURO BAG MFG 05683
b3 05/01/2008 $779.64 $779.64 Hubert 0000108001 I )6 120.00 A-1 ENGRAVERS & STAMP SHF 03683
&l 05/01/2008 $4.51 $4.51 DAPS-Western Region 0000106002 [l $81.00 AFFORDABLE BLINDS 05683
%73 Ouder Not Unique r $100.00 IROM AGE CORP 05683
i 05i06 $779.64 HUBERT COMPARMY 05683
[ 05i06 $11.28 DAPS - WESTERM REGION 05683
[ 05i06 $4.51 DAPS - WESTERM REGION 05683
[ 05in2 $100.00 IROM AGE CORP 05683
[ 05in2 $266.11 BUNZL WEST 05683
[ 0502 $5556.83 BUNZL WEST 05683
[ 0501 $19.12 THE HOME DEFOT 580 05683
[l 0501 $193.31 QFFICE DEPOT #2098 05683

(A% Realloeated

Chede Al Shown | Uncheck All Shown

Match To Ofder

3. Search for the orders you want to work with:
a. Specify a date range.
b. Click the Search button.
4. Search for the transaction you want to work with:
a. Specify a date range.
b. Click the Search button.
5. Select an order.
6. Select the transaction to match to the order.
7. Click the Match To Order button.
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Dispute a Transaction for the
Cardholder

You may also need to dispute a transaction on the cardholder’s behalf.

Order Ma
Transaction Management

I Role: Cerified - BO Switch Role

Managing Account List
Wiew summary information far all Managing and
Diversion Accounts.

Search Managing Account List

Allows you to provide your own search criteria first
Reporting hefare any results are presented.

My Personal Information

Data Exchange

Card Account List
Wiew summary information for all Cardholder Accounts.

Search Card it List
Home Allows you LZANSSe your own search criteria first
Contact Us hefore apfresults are presented.

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

Manager Approval Queue
Wiew, approve, reject, and reallocate transactions in
your approval gueue.

Manager Approval History
Wiew and pull hack transactions previously approved by
You.

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

3. Search and select the cardholder you need to work with, if needed.
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Card Account Summary with Transaction List

Transaction Management i

Card Accourt Number; " g,
Role: Ce

DSEANNE BUTLER

[-] Card Account y
Account Nurmber: Dutstanding Orders $3,26965 12
Account Narme; OSEANNE BUTLER Unmatched Transactions: $24,581.56 56
Billing Cycle Close Date ]
Total Transactions: $19.929.74 43 Final Approved Transactions: §0.00 o
Reallocated Transactions: $0.00 1] % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.0% 0.0%

@ Open Account

Statement Approval History

Approval Statu Approval Date Approved by i

iy statement approval histary exists for tis scoount.

-] Search Criteria Retum to top

Advanced Search
Transaction Amount

[ o

Qrder Match Status:
All

urchase 1D Approval Status:
[an =

Disputed Transactiory N llocated Transactions

[~
Display |25 =
L search

[-] Transaction List Retumn ta tap.

fransactions per page

Records 1- 13 of 13

Chedk All Shown | Unchede All Shown

Select Status Posting Merchant City/State Amount Detail E» Purchase D & Accounting Code

Date

Approval Status

r Eending D5/06 05107 HUBERT COMPANY BO0-543-7374,0H  §778.64 05683
r Fending D502 0805  BUNZLWEST 714-6881900, CA  §5,556.83 05683
r Eending D502 0505 BUNZLWEST T14-6881900, A §266.11 05683
r Fending D428 0501 GLORY USA §72-2284500, M §1,388.50 05683
r Pending D428 0501 g1 ENGRAVERS & STAMP SHP  SANANTONIO, TX  §638.80 05883
r Pending 0423 04 ERT COMPANY 800-543-7374,0H  $237.03 05883
r Pending 04117 04ig FUNZLWEST 714-6881900,CA  §5,406.11 05883
r Pending 04112 UNIFIRST CORPORATION 970-658-6888, MA  $225.23 05883
r Pending 048 04111 BUSINESS HYGIENE SAMMARCOS, TX  $230.00 05883
r Pending 0410 04111 HUBERT COMPANY 800-543-7374,0H  $526.46 05883
r Pending D408 04110 UNIFIRST CORPORATION 970-658-0888, MA  $246.88 05883
r Fending D408 0410 UNIFIRST CORFORATION §78-656-8808, MA  §740.04 05683
r Eending D408 0410 UNIFIRST CORFORATION §78-656-8808 MA  §9B6.72 05683

(© Disputed COMatohed Ak Exception (A% Reallocated () @ Trans Detail Level
Cheek All Shown | Uncheck A1l Shown

Records 1- 13 of 13

Hass Roaiocato 3 Waich To Order ]

4. Search for the transaction you want to dispute:
a. Select a cycle date.
b. Specify search criteria.
c. Click the Search button.
5. Click the date link for the transaction you want to dispute.
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Transaction Management
Transaction Detail

Card Account Humber: ========= F01 ROSAMME BUTLER
Role: Cardholder h Role

Transaction Summary

Status Match Tran Date Posting Date Merchant City/State Amount Detail £+

06/20 0624 DOD EMALL BATLE CREEK, Ml §1,195.56

\lﬁ_

Purchase ID @ Accounting Cod

2334000000008

@© bisputed CO Matohed &b Exception (A% Reallocated

Summary r Matched Croer r Allocations r Approval History

The Summary tab shows high-level transaction infarmation.

To approve the transaction, click "Approve".
Toinitiate a dispute, click the "Dispute” hutton.

Transaction Reference Information

Date: 06f20/2008 Billing Cycle: Qpen

Purchase ID: 05631 Posting Date: 0652472008

Total Amount: 1,195 456 Reference Number: 4716300005905667

Authorization Number: 067852
Memo Post:  Yes
Extract Date(s)

Sales Tax:  0.00 Most Recent Standard Financial Extract:

Freight: 0.00 General Ledger Extract:
Payment Extract:

Merchant currency
Name: DO EMALL LS. Dollar
City/State: BATLE CREEK, MI ency Amt: 1,195456
Transaction Type: SALES DRAFT
MCC Code: 9399
MCC Description: GOVERMMENT SERVICES-

OTHER

Dispute Sales Draft Requests

Dispute infarmation opbareflects the last dispute filed » hone
for this transaction. \ormation available in
Dispute Histary.

I+] Dispute History

== Backto Transaction List

e T L T el T T i T I R i L VS

6. Click the Dispute button.
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Transaction Management

Select a Dispute Reason
I Card Account Humber: "“""""""“"5583I ROSAMME BUTLER Switch Accounts |

Tran Date Statement Date Merchant Amourrt Reference Number

06/20/2008 0B/28/2008 DOD EMALL 119556 AT16300005905667

Select a dispute reason from the list helow. Ifyou need more information about this transaction, you may
request 3 copy ofthe sales draft.

My accoul charged for this transaction and...

Additional Hems Required

¢/ Unauthorized

...| did not autharize the charge. Frint, Signature
Unrecognized

...I do not recognize the charge. Print, Signature
Merchandise Returned

.| have not received credit for the returned merchandise.

Merchandise Not Received
Bl e T - T g T I T B e T e e Sl WP

o TS B |

7. Select a dispute reason.

T M T e AT et e e o )

L W. .““WWW
hig'dceount has BEen closed. This is a recdiring transaction such as a monthly service.

Transaction Posted to Closed Account
..this account has been closed.

Defective - Shipped/Returned
.the shipped merchandise | received was defective. The merchandize has heen returned to the merchant.  Print, Capy of Shipping Invaice

Defective - Shipped
..the shipped merchandise | received was defective. Frint, Copy of Shipping Invoice

Defective
..the merchandise | received was defective.

Other
...hone of tf re reasons fit my need to dispute this transaction.

—

== Back to Transaction Detail

o Te RN B B

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

| card sccount Number: == ARRE ROSAMMNE BUTLER Suwitch Accounts
Tran Date Statement Date Merchant Amount Reference Numhber
oer20rzo0g Oe/2ar200a DoOD EMALL 11495 456 4T16300005905667
Unauthorized

iy accountwas charged for this transaction and | did not authorize the charge.

This dispute reasaon requires a physical signature of the Cardholder. After completing this farm, click
"Continue” for a printahle version of the farm.

* = required

Requestar Name™* / Requestor Phone Aumber™

Fosanne Butler” | e

Comments:™ ﬁ

== Backto Selecta Dispute Reasan

9. Type a new requestor name, if needed.
10. Type a phone number.
11. Type comments.

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

Tip./ Disputed transactions display with a D icon to indicate that they were

disputed. The D icon remains even after the dispute has been resolved or
cancelled.

Learn More: Ifyouneed to perform additional transaction management

tasks on behalf of the cardholder, refer to the Access Online: Transaction
Management user guide and lesson. If you need to perform approval tasks, refer to
the Access Online: Account Approval Process user guide and lesson.
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Certify a Managing Account

One of your most important tasks as a Billing Official is to certify a managing
account. After cardholders review and approve their transactions and then approve
their statements, you need to review each transaction and then final-approve or
reject) each transaction. Once you have final-approved all the transactions for all
the cardholder accounts in a managing account, then you can certify the managing
account.

Access”Online

Transaction Manage,

[ Fole: cCertified - BO yd Switch Role

Managing Account List /
Wiew summary information far all Managing and
Diversion Accounts.

L= I Search Mananing Account List

Data E}fchange Allows you 1o provide yaur own search criteria first
Reporting hefare any results are presented.
My Personal Information

Card Account List
Wiew summary information for all Cardholder Accounts

Search Card Account List
Home Allows you to provide your own search criteria first
Contact Us hefare any results are presented.

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

Manager Approval Queue
View, approve, reject, and reallocate transactions in
your approval gueue.

Manager Approval History
Wiew and pull hack transactions previously appraved by

you.

To certify a managing account:
1. Select the Transaction Management high-level task.
2. Click the Managing Account List link.

40



Army Billing Official User Guide

Transaction Management r

Managing Account List

Role: Certified - BO

-] Product Summary

Total Mumber of Managing!

Diversion Accoumnts: = Open Card Accounts: 14 Suspended Card Accounts: 0
[-] Search Criteria . Retum to top
Cycle Account Status:

|Last Cyele Only /j |0pen andIorActiviwj

nanaging/Diversion Account Staterment Approval Status:
Hote: Held down the Ctil key to make multiple selections.
Fending

Rejected

Certified - BO

Filter List h:
{* Processing Hierarchy Position:

Bank: Agent.  Company:
| | I /Bean:hfDrH\Eran:hyPnBitinn

= Managing/Diversion Account Mumbers:
Hete: separate multiples by a comma (masx: 2)

" Managing Account Marme:

"~ LastMame First Wame
Display Accol
Rel Transactions I_LI | % oftutall j of transactions
cardhalde/ppraved Transactions [ =] | % oftotal | = oftransactions
Reset & Search with Defaults
-] Managing Account List Returm to top

Records1- 2 of 2

ShowiHide Posted | ShowrHide Approved | Zegmalide Final Approved | ShowiHide Reallocated | ShowiHide Disputed

Posted

Approved

— # of Trs  of Trs
Select @ m Account Name Cycle Date # of Trans § of Trans % % 5%

0 00% 5000 0.0%
0 00% F000 0.0%

MA 4T16304556606120 ACME CP ORGAMNIZATION  08/09/20028
| MAATIEI04556611542 ACME CP ORGTEST 0BiM0rzooe

175 §97,061 46
252 §219,24118

@ Open Account

Ched All Shown | Unchedd All Shown

Records 1.2 of 2

Certify MA/DA Statement Reject

Note the product summary information.

Select a closed cycle to certify.

Specify any other search criteria.
Click the Search button.

N~ o 0o~ W

To review detail, click the account number link.
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Transaction Management
Managing Account Summary with Card Account List

Managing Account Number: 47 16304556605120, ACME CP ORGANIZATION
Role: Certified - BO

Switch Accounts
S

[-] Managing Account Summary

Account Mumber: 47163045566061 20 Account Mame: ACME CP ORGANIZATION

(0]

o TR . Search ) Display All Card Accounts for All Managing/Diversion Accounts
Total # Card Accounts: 7 Total Fees: $0.00
Open Card Accounts: T Total Transactions: 97 061.46174
Suspended Card Accounts: 0 Cardholder Approved Transactons: $53,909.03 62
Prewious Statement Balance: $0.00

Fayments Since Previous Statement.  §0.00

@ Open Account

Certify MA/DA Statement

Staternent Approval History

Approval Status Approval Date

Approved by
Mo statement appmouz! kistory exists forthis Fccount.

[+] Search Criteria Return to top

-] Card Account List Return to top

Records 1-7 of 7
Show/Hide Posted | ShowiHide Approved | ShowiHide Final Approved | ShowiHide Reallocated | ShowiHide Disputed

Posted
$ of Trans

Approved

Ac it

# of Trans
Number

by CH

$ of Trans

Account Name by CH

# of Trans

(0] MARTIMN DAMIELES 50 §$44918.79 50 100.0% $44919.79 100.0%

[ ] GILBERTO RODRIGUEZ 66 §21,091.86 1] 0.0% §0.00 0.0%

A [ ] P MHE BUTLER 2 §5062.80 2 100.0% $5,062.50 100.0%
[SI ] A MARALDO 18 $59,430.29 1] 0.0% $0.00 0.0%

A L ] DOUGLAS JOHMSON 10 §$3,926.74 10 100.0% $35926.74 100.0%
[SI ] LA JOSEPH HANCOCK 7 §4538.80 1] 0.0% §0.00 0.0%

[ O] ..3726  LYMETTE FRICE 22 §8101.48 1] 0.0% $0.00 0.0%

0 Open Account ‘/ Approved

Fecords 1 -7 of 7

Approve Card Acct Statement

8. Note the green check marks for cardholders who have approved all their
transactions and approved their statements.

9. Click an account number link to review and final-approve each transaction.
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]
Transaction Management
Card Account Summary with Transaction List
"=5683, ROSEANNE BUTLER Swwitch

[-1 Card Account Summary

Account Number ® 5683 Outstanding Orders $326965 12

Account Name ROSEANME BUTLER Unmatched Transactions: $24,581.56 56

Billing Cycle Close Date: | 0B18/08 « m

Tatal Transactions $5,062.50 2 Final Approved Transactions:  $0.00 i}

Reallocated Transactions: $0.00 [1] % Final Annroved Transactions: 0.0% 0.0%

% Reallocated Transactions: 0.0% — —
@pen Note the Approved status Gk e [k i v

Statement Approval History f h H y

Show all of each transaction. detail

Approval Status  Approval Date  Approved by )

Approved 080452008 ACPO04.pathilling

[+] Search Criteria é
=] Trar ion List
Records1 -2 of 2 E
Ched All Shown | Uncheds All Shy

Select Status Approval Status Match @ Posting Merchant Ci Amount Detail Er

@ C A pate Date
\— Approved 0515 D5M6 DUROD BAG MFG BO0-879-3876, KY 494250 05683

‘ N @  Approved 05m8 0512 A-1 ENGRAVERS & STAMP SHP  SAN ANTONIO, T §12000 05683 ]
(D) Disputed (D Matched M Exception (A% Reallocatad (@), @) Trans Detail Level 12
Ched All Shown | Unched All Shown
Records 1 -2 of 2
Mass Reallocate Match To Order Apprifve

10. Review a transaction, including the detalil, if needed.
11. Select the transaction.
12. Click the Approve button.

-1 Transaction List Return to top.
Recards 1-2 012
Check All Shown | Uncheck All Shown
Select Staius Approval Status M; Posting Merchant City/State Amount Detail €» Purchaseld & Accounting Code
@ Date
» Final Approved 0516 DURD BAG MFG 800-879-3876, KY 494250 05683
- @  Approved 05112 A1 ENGRAVERS & ETAMP SHP  SANANTOMIO, T §120.00 05682

(D) Disputsd () Matched Mk Execsption (A¥ Reallocats. Level
Check All Shown | Uncheck All Shown

Note the final-approved status.

Mass Reallocate Match To Order

13. Repeat Steps 10-12 for every individual transaction.

Ti /2! You must review and approve each transaction separately. You may not
use the Check All Shown option and then approve. Also, you can reject a
transaction by selecting the transaction and clicking the Reject button. Specify a
reason and let the cardholder know you rejected it the system does not send an e-
mail, though the rejected transaction displays in the cardholder list). Wait for the
cardholder to fix the transaction and then review the transaction and final-approve
the transaction. Refer to the Access Online: Account Approval Process user guide
and lesson for information.

43



Army Billing Official User Guide

@ Note which cardholder accounts
151 Gard Account List = y = memenad QU havg final-approved
/ transactions for.

ShowHide Posted | Show/Hide Approved | ShowiHide Final Approved | Show/Hide Reallocated | ShowiHide A

Posted Approved Final Approved
it Name #of Trans 3 of Trans % % % $of Trans %

A [ @ MARTIN DAMIELS 50 §44,910.79 100.0% 54481079 100.0% 1} 0.0% $0.00 0.0%
ol ® GILBERTO RODRIGUEZ 66 $21,081.86 0.0% §0.00 1} 0.0% $0.00 0.0%
A [a (] ROBEANME BUTLER 2 §5,062.50 100.0% §5,062.50 2 1000% §506250 100.0%
[ ] 5691 DAMITA MARALDO 18 §9,430.29 0.0% §0.00 i} 0.0% $0.00 0.0%
A [ ® v L5709 DOUGLAS JOHNSON 10 5392674 100.0% $3926.74 1} 0.0% $0.00 0.0%
o o] L5717 JOSEPH HANCOCK T B4,538.80 0.0% §0.00 1} 0.0% $0.00 0.0%
o ] 6735  LYMETTE PRICE 22 §8,101.48 0.0% §0.00 1} 0.0% $0.00 0.0%

@ Open Account " Approved

Records 1.7 of 7

Approve Card Acct Statement

T T g e I i L e S P

14. Click the Show/Hide Final Approved link to show which you have final-
approved.

Transaction Management

Managing Account Summary with Card Account List

I Managin, ourt Number: 47 16204556606120, ACME CP ORGANIZATION
BO

[-] Managing Account Summary

Account Mumber. 47T16304556606120 Account MName ACME CP ORGANIZATION
o]

cycle:[ DBITE0E 7] Display All Card Atcourts for All ManaqingD version Arcourts

Total # Card Accountsg 7 Total Fees $0.00

Open Card Accauntsy 7 Total Trangactions $97,061.46175
Suspended Card Ac 1] Cardhalder Approved Transactons: $97,071 461758

Previous Statement faesee, $0.00
Payments Since Yfevious Staternent.  $0.00

Note that you have final-approved
all transactions.

@ Open Accofit

statement Approval History

| Status Approval Date  Approy

Ao statenent anomusl history exists for this sccoumt

= Note that all cardholders have approved their
o transactions and statements.

Posted Final Approved
nt Name #ofTrans $of Trans WA": § #of Trans $of Trans

MARTIM DANIELS
5675  GILBERTO RODRIGUEZ
5683 ROSEANNE BUTLER
DAMITA MARALDO

5709 DOUGLAS JOHNSOMN
5717  JOSEPH HANCOCK
LYMNETTE PRICE

50
66
2
18
10
7
22

54481979
$21,081.86
$5,062.50
$9.43028
$382674
$4538.80
$8,101.48

100.0% 54481979
$21,081.86
$5,062.50
$9.43028
$382674
$4538.80

$8,101.48

100.0% $44,019.79
66 100.0% $21,091.86 100.0%
2 100.0%  $5062.50 100.0%
18 100.0%  §9,43029 100.0%
10 100.0%  §3,82674 100.0%
7 o100.0%  $4,538.80 100.0%

22 100.0%  §8,101.48 100.0%

100.0%

100.0%

100.0%

100.0%

100.0%

08080
@o0oO00QQEOO
AN N

100.0%

@ Open Ascount  Approved

Records 1-7 of 7

Approve Card Acct Statement

15. When all cardholders have approved all their transactions and statements, and
you have final-approved each transaction, then you can click the Certify
MA/DA Statement button.
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Transaction Management
Managing Account Statement Confirmation

FPursuantto authority wvested in me, | cedify that this idvaice (hilling statement) is correct and proper for
payvment, except as may be noted herein ar an suppoding documents.

16. Read the statement confirmation text carefully.
17. Click the Agree button.

- 4
Transaction Management

Managing Account Summary with Card Account List

Man=aging Accourt Humber: 4716204556806120, ACME CP ORGANIZATION Switch Accounts
Role: Certified - BO Switch Role

Note the C icon to show you have
certified this managing account.

@ 1he action was successfully completed.
-1 Managing Account Summa

Account Mumber: 4716304556606 20 Account Marme: ACME CP ORGAMNIZATION

O

cyele:| DBMGI0E 7] Display All Card Accounts for Al ManagingiDiversion Accourts
Total # Card Accounts: T Total Fees: $0.00
Cpen Card Accounts: 7 Total Transactions: 5Oy 061461745
Suspended Card Accounts: i] Cardhalder Approved Transactons: $97,071.46 174
Previous Statement Balance: f§0.00

Fayments Since Previous Staternent  §0.00
® Openfccount € Certified - BO

)] % Statement Approval Histary
Show all

Approval Status Approval Date Approved by

Certified - BO 0a/m4/2008 ACFOO04 pathilling

[+] Search Criteria Return to tap
[-] Card Account List Return to tap
N R o g R o e e T e e Y e e A,
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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 examples, we will run an Account List report. You run a
report in three basic steps: select the report, set the report parameters, and run the
report.

U.S. Bank Access”Online

Request Status Queue

Active Work Queu Reporting
System Administration

Program Management
General program managemsy
company policy compliang/.

Tax and Compliance Management
piities and maonitar Estimate salesiuse tax, track spending for 109971057

vendors, and perform other regulatory reporting.

Financial Managément Administration
Monitar expenditures, track variances and manage account These reparts allow administrators to suppoart system
allocations. functionality.

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

My Personal Information

Home
Contact Us

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

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

- - ]
Financial Management

Account Allacation Order Analvsis
Account allocation and reallocation detail by accounting code.  Detailed and summary arder information, regarding the
results of order and transaction matching.

Billed Transaction A
Detailed and summi
regarding the resuy

= with Order Detail
ed transaction infarmation, Transaction Detail
£ orurder and transaction matching. Cetailed transaction data including merchant detail,

allocation accounting code) infarmation, and transaction log
Full Transactidh and Order Detail data.
Full expenditure detail, including transaction, line itern, order,
account allocation, and tax estimation information. Crder Detail

Order detail infarmation.
Manading Account Appraval Status
History of Managing Account and Cardholder Account
staterment approvals.

3. Click the report name link. For our example, we click the Full Transaction and
Order Detail link.
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Financial Management m

Full Transaction and Order Detail

By default this report will return all results associated with blagg A Unless otherwise noted. Ta limit

results, enter specific criteria in hlank fields

*= required

Date /

@ Cycle Close Date Range: ¢ Calendar Month Range:  © Posting Date Range: ' Transaction Date Range:

™ Enable Cycle Day

Begin Manth  Begin Day “CEl End Month End Day End Year
ag = - = Wl Y s =] [ =] oo =

Matching
Matching Status:

Transaction Status
+ Reviewed Status;
Al 7 =l

¢ Approval Status:
Haold down the Ctrl key to make multiple selections

Pending Approval
Approved
Final Approved

Disputed:

A

Accounting Code Validation Stag

Validation Status:
Haold down the Ctrl key to make multipleg

Additional Detail
Selected options allow a drill-down to additional detail. If running the report in Excel, choose only one detail aption.

[¥ Transaction Line liem Detail [¥ Allocation Detail W Order Detail:
All All
Select By

To limitthe results from the default of *all,* select one of the following and enter NSfartial "hegins with” accounting code or alternate accounting
code name (atleast 3 characters).
# Accounting Gode

© Alternate Accounting Code Marne

Sort Report By

N
|AnnnumNumher ﬂ |Malnhmg Status j |Tramsactmn Date j |Transa|:lmmAmuum J
@ Ascending Order @ ascending Order @ pscending Order © Ascending Order
" Descending Order " Descending Order " Descending Order @ Descending Order

Report Output

Excelis not available if more thap, Zditional Detail was selected

Summary Output:
Selection defines the outpy,
PDF -

#rarmat for the summary repart

Cetail Output:
Selection defines the output format for the detail reportwhen links are chosen fram the surmmary report,

PDF -
Parameter Page Placement:

Selection defines the location of the Parameter Page details on the repart output
End hd

Group Report By

\5' Processing Hierarchy Position: *
If selected, a processing hierarchy position is reguired

Bank: * Agent. * Comparny: * Division:  Department:

|305B IEE IHFEH I Search for Pasition or Add Multiple
o Account Murmber(s)”

If selected, at least one account is Separate multiple accounts by a comma and no spaces.

| Search for Accounts

Break/Subtotal Level

~No Breal/3ubtatal - =1

L Run Report 3¢ “Fesor ]

== Back o Financial Managerent
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Specify a date range.

Select a match status.

Specify transaction status settings.
Select accounting code validation status.

Select which additional detail to include in your report.

© ©® N o g &

Specify additional filtering options.

10. Specifying how you want to sort the report information by selecting a field and
then select to sort the data in that field in ascending or descending order.

11. Select the report’s output.
12. 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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Financial Management

Select a Processing Hierarchy Position

ICDmpan\,r 'l
Bank; Anent: Company,Division:  Department:

G B B
| Search J

To add a position to the Selected Hierarchy Positions, selectthe position in the listto the left and click "Select
Fosition". Ta remaove a selected position from the list, mark the position in the listto the right and click
"Remove Position”. When you are satisfied with your selectionds), click "Accept Hierarchy".

Found Hierzechy Position(s)
Records 1 4

Selected Hierarchy Position(s)
Select Position >> -
Bank Agent Comp Div Dept Remove Bank Agent Comp D Dept
) Il 3058 0066 11780

% 3058 0066 11790

| 3058 0066 11791

Check All Shown Nz ch A S hawn

Accept Hierarchy

== Backto Full Transaction and Crder Detail

Specify search criteria.

Click the Search button.

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

-~ 0o a o

g. Click the Accept Hierarchy button.
13. When you are done, click the Run Report button.
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Full Transaction and Order Detail - Summary

Matching
Status

Posting
Date

Merchant

Tran Date Hame

Hame: DOREE MARKS Account Humber: ****** 00055357660 Reference Humber:
Unmatched 04/04/2005 040552005 BACOMETAL CEMTRES LTD ¥

Hame: DOREE MARKS Account Humber: ****** 0005837660
Unmatched 041052005 040652008 RAYLLAM UK LTD

Reference Humber:

Hame: DOREE MARKS Account Humber: ****** 00055357660 Reference Humber:

Unmatched 04052008 040652008 ROAD RUNMMER MOTOR

Hame: DOREE MARKS Account Humber ******0003337660 Reference Humber:
Unmatched  0408/2008  04M202008  COMMERCIAL COMPONENTS

Hame: DOREE MARKS  Account Humber: *##*#* 0005937680
Unmatched 04062005 0407520058 HI-TEC SPRAY

Reference Humber:

Hame: DOREE MARKS Account Humber ***** 0003337660 Reference Humber:

Unmatched 040772005 040852005 HAMP SHIRE WELDINGPROD

Hame: DOREE MARKS  Account Humber: ***** 0005937660
Unmatched 040772005 0408520058  MORKS & CRANE

Reference Humber:

Hame: DOREE MARKS Account Humber: ****** 0005837660
Unmatched 044072005 0441152008 BEI

Reference Humber:

Hame: DOREE MARKS Account Humber: ****** 00055357660
Unmatched 044072008 040852008 MOMNKS & CRANE

Reference Humber:

Hame: DOREE MARKS Account Humber: ****** 0005837660 Reference Humber:

Unmatched 04/058/2005 0441152008 BUCKHIC Kk AR INORE

Hame: D OREE MARKS Account Humber: ***** 0005337660 Reference Humber:
Unmatched  04/08/2008 044142008 REMELECTRICAL GRO

Hame: D OREE MARKS Account Humber: *****[003337660 Reference Humber:
Unmatched  04/08/2008  04M142008 SOLEMT CASKET CO

Hame: D OREE MARKS Account Humber: ***** 0003337660 Reference Humber:
Unmatched 04052005 0411152008 R &M ELECTRICAL GRO

Trans Order Alloc
Trans Sales Tran Detail Detail Detail
Amt Tax Status Disputed Ind Ind Ind
Authorization Humber: 0001039 Purchase ID: 37660
27207 ¥ .00 ] V] ] Cretail
Authorization Humber: 040157 Purchase ID: 37660
7273 juli) ¢ M M Dretail
Authorization Humber: 055407 Purchase ID: 37660
3016 .00 ] V] ] Dretail
Authorization Humber: 054390 Purchase ID: 37660
5E50.49 i} M M il Dretail
Authorization Humber: 056572 Purchase ID: 37660
38165 i} M M M Dretail
Authorization Humber: 026392 Purchase ID: 37660
1,797.01 i} M M il Dretail
Authorization Humber: 056553 Purchase ID; 37660
161761 i} M Dretail
Authorization Humber: 0230354 Purcha:
G42.00 M Dretail
aumnoriztid - Click any hyperlink to
E1.75 - - ] Dretail
view associated —
Authorizatio HEH H
1 04557 detail information. N Detal
Authorization g g
609.90 i} M M M Dretail
Authorization Humber: 0125391 Purchase ID: 37660
53356 i} M M M Dretail
Authorization Humber: 0000 Purchase ID: 57660
616 i} M M il Dretail

Learn More. The parameters that you need to set for your report depend
on which report you are running. 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.
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Additional Roles and Tasks

You can review the task that the other roles in your organization perform, including
A/OPCs, Resource Managers, and Cardholders.

e For A/OPC tasks, including their portion of managing and cardholder account
setup and maintenance and accounting validation control creation, refer to the
Access Online: A/OPC user guide.

e For Resource Manager tasks, including managing account and cardholder
account setup, child accounting code validation AVC) setup, and alternate
accounting code AAC) setup, refer to the Access Online: Resource Manager
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 also log in to the web-based training as a cardholder and review
cardholder lessons and training material.
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Additional Resources

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

Announcements

iVeIcome to Acs Access Online User Guides

link PDF fil

Click the Simulations link for
guided and hands-on simulations, Lesson User Guides
plus recorded training classes.

oea Uy 4, tlick the
How to use WBT link abave. The
lessons in the lesson menu carrespond
to the lessons you selected on the

Previous screen.

To begin a lesson right away, click the
lesson number

2006 ClO Magazine's Enterprise
Value Award Winner

14th Annual

) CIO Enterprise
1.5, Bank's Access Online system Value Award

waser

To access the topic-specific user guides with information on each field in the task),
click the User Guide link and then navigate to the guide you want to read.
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Access Online User Gmdes
Click a link below to download a

Other Documents

Document 11 : Government Merchant © :Itl:'l.ll_lr'.' Code Groups

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

Access Online User Gmdes
Click a link helow to downlo

Quick References

You also have access to quick references, which provide a fast reminder of how to
complete a specific task.
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Access Online Simulations

Click a link below to a a hands-an simulation.

Simulations

Simulation 1 : 2

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

ifirim and Pay
1firm

You can also scroll down the simulations list to access and review recorded training
classes geared toward our government clients.
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©2011 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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