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

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

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

Confirm and Pay Payment Model 
The tasks in this user guide reflect the Army’s Confirm and Pay model, as the 
diagram below shows. 
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Get Started 
Getting started in U.S. Bank Access® Online is quick and easy. In this section, you 
will learn how to get started using Access Online, including how to log in, navigate 
the system, and access and update your personal information.  

Log In and Log Off 

 

3 

You must fill 
in all three 
fields. 

After two failed login attempts, click the 
Forgot Your Password link and then 
answer your authentication question to 
reset your password and log in. 

2 

1 

4 

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 
question that only you know, such as your father’s middle name or your mother’s 
maiden name. 
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5

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

 

The Left-column Navigation Bar gives 
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: 

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

• Messages—Provides important notices 

Tip!  Never use your browser’s Back button. 

Learn More:  Refer to the Access Online: Government Glossary for 
definitions of terms in Access Online. 
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U.S. Bank links 

Client name 

Error messages 

Logout button 

 

Left-Column 
Navigation Bar 
with menu 
expanded. 

Back link 

The following elements are common to all Access Online screens: 

• U.S. Bank links—Display other U.S. Bank web sites in new browser windows 

• Client name—Displays in the right-hand corner of the screen 

• Error message—Displays in red text at the top of the screen 

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

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

• Back link—Displays a previous screen 
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Breadcrumbs 
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. 

2a 

1 

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

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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2b 

2c 

2d 

b. Specify new password information, if desired.  

c. Specify new authentication information, if desired. 

d. Click the Save button. 

 

3a 

3. To update your contact information: 

a. Click the Contact Information link. 

©2010 U.S. Bancorp Resource Manager 12 



Army Resource Manager User Guide 
 

 

3b

3c 

Required fields have 
red asterisks. 

b. Specify new information any field. 

c. Click Save. 
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4a 

4. To update your e-mail notification: 

a. Click the Email Notification link. 
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Do not use this section to 
enable/disable statement notification 
or to assign additional accounts. 

4b 

4c 

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

c. Click Save. 

Learn More:  For additional information on the password, contact 
information, email notification, and account access tasks, refer to the Access 
Online: My Personal Information user guide and lesson.  
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Set Up a Managing Account 
You can easily set up new managing accounts and modify existing managing 
accounts.  

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

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

Managing Account Setup with Workflow 

 

 These are the tasks you perform 
as a Resource Manager. 

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

Managing Account Setup Without Workflow 
If you want to set up managing accounts without using the workflow process, then 
you need to get approval from Army Level 2.  
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Complete Your Portion of a New Managing Account 
Setup 
If your organization does not use the workflow process, then you have no managing 
account setup tasks to complete and you can skip this section and the cardholder 
account setup section. 

 

1 

2

To complete your portion of a managing account setup: 

1. Select the Active Work Queue high-level task.  

2. Click the task link for the incomplete managing account setup.  
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The breadcrumbs let 
you know where you 
are in the process. 

3 

4 Click to save the setup task in 
your active work queue and 
return to it later. 

5 

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

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

5. Click the Save and Continue button. 
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7

Access Online refers to flags and 
routers as extracts. 

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

6 

6. Select a check box in the Send column. 

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

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

 

©2010 U.S. Bancorp Resource Manager 19 



Army Resource Manager User Guide 
 

 

8

You can search by 
router number in 
the Value field. 

9 

10 

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

9. Click the Search button. 

10. Click the value link from the list of values that match your search criteria. 
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11 

11. Click Save and Continue. 
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12b

12a
This screen displays several 
values already specified.  

12. To attach an AVC: 

a. Select the Reallocate by Accounting Validation Control radio button. 

b. Review the attached AVC and click the Switch AVCs link to attach a new 
one. 
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12c 

12d 

12e

12f 

You can attach only one AVC to a 
managing account. 

c. Specify search criteria. 

d. Click the Search button.  

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

f. Click the Select button.  
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14b 

13 

14a 

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

14. To attach an alternate accounting code: 

a. Select the Reallocate by Alternate Accounting Codes radio button. 

b. Click the Select AACs link.  
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14c

14d 

14e

14f

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

c. Specify search criteria.  

d. Click the Search button.  

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

f. Click the Select button. 
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15 

15. When you are done specifying the default accounting code and/or the alternate 
accounting code, click the Save and Continue button. The managing account 
setup goes to the next user’s active work queue (back to the A/OPC for 
Authorization Limits setup and final review). 
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Set Up a Non-Electronic Data Interchange Account 
To set up a non-electronic data interchange (EDI) managing account, the Army only 
specifies information on the Demographics screen and the Authorization Limits 
screen.  

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

 

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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The Resource Manager then completes the authorization limits screen to finish the 
non-EDI managing account setup. 
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Modify an Existing Managing Account 
Once a managing account exists in Access Online, you can modify the account at 
any time. You are only able to modify the portions of the account you have access 
to: extract information (flags and routers), default accounting code, and 
authorization limits. 

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

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

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

 

1 

2

To modify a managing account: 

1. Select the Account Administration high-level task. 

2. Click the Maintain Managing Account link.  
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3 

4 

5 

3. Specify search criteria.  

4. Click the Search button.  

5. Click the account number link for the account you want to modify. 
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6 

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

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

Learn More: Refer to Complete Your Portion of a New Managing Account 
Setup on page 17. For additional information, refer to the Access Online: Managing 
Account Setup and Maintenance user guide and lesson. 
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Manage a Rejected Managing Account Maintenance Request 
If the A/OPC does not approve the request, then the request displays in your active 
work queue with a rejected status. 

 

2 

To manage a rejected managing account maintenance request: 

1. Select the Active Work Queue high-level task.  

2. Click the link for the request with a rejected status.  

©2010 U.S. Bancorp Resource Manager 32 



Army Resource Manager User Guide 
 

 

3

4 

5 

3. Review the rejected fields and reject reasons.  

4. Make any required adjustments.  

5. Click the Send Request button. The request returns to the active work queue of 
the A/OPC for final review and approval. 
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Complete Your Portion of a New 
Cardholder Account Setup 
If your organization does not use the workflow process, then you have no 
cardholder account setup tasks to complete and you can skip this section. The 
workflow function enables different users to set up different portions of the 
cardholder account. The final review function enables a designated A/OPC to 
review and approve the completed setup before submitting it to U.S. Bank for 
processing. Below are two sample scenarios: one with workflow and one without. 

Cardholder Account Setup with Workflow 

 

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

 

Cardholder Account Setup Without Workflow 
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1 

2 

To complete your portion of a cardholder account setup: 

1. Select the Active Work Queue high-level task.  

2. Click the task link for the incomplete cardholder account setup.  
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4 

5 

Click to save the setup task in 
your active work queue and 
return to it later. 

 

3 
The A/OPC specifies the 
single purchase limit. 

The credit limit equals the cycle limit. 

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

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

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

5. Click the Save and Continue button. 
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6 

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

 

7

8 

9 

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

8. Click the Search button.  

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

 

 

10 

10. When you are done, click the Save and Continue button. The account setup 

 

goes to the next user’s active work queue (back to the A/OPC for final review). 
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Maintain a Cardholder Account 
Once an account exists in the system, you can modify the account at any time. For 
example, you can modify the account’s default accounting code or the yearly or 
quarterly limits.  

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

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

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

 

1 
2

To modify a cardholder account: 

1. Select the Account Administration high-level task. 

2. Click the Maintain Cardholder Account link.  
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3 

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

 

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

©2010 U.S. Bancorp Resource Manager 40 



Army Resource Manager User Guide 
 

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

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

 

 

 

Learn More: Refer to Complete Your Portion of a New Cardholder 
Account Setup on page 34. For additional information, refer to the Access Online: 
Cardholder Account Setup and Maintenance user guide and lesson. 
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Work with Queues 
Your active work queue lists tasks that have been passed to you to work on via the 
workflow process or that you have selected to file for later. Before you begin any 
setup work, we recommend that you check your active work queue to take care of 
tasks that are waiting for you to complete.  

Access both queues on the 
Left-Column Navigation Bar. 

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

 

Click a task to open 
and work on the task. 

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

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

The request status 
queue has tasks you 
have sent to us.  

 

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

 

1 

2 

To view an account profile: 

1. Select the Account Information high-level task.  

2. Click the Cardholder Account Profile link.  
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3 

 

4 

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

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

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

 

Declines display in Access Online in 
nearly real time. 

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: For 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 financial 
history data for the past 12 months.  

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

 

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

Tip!  If you are viewing a managing account, then you can also view the extract 
(flag and router) information.  
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Set Up Accounting Validation 
Controls 
In this section, you will learn how to: 

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

• Create an alternate accounting code (AAC) 

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

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

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

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

The rules in an AVC determine: 

• If a value for a specific segment is required  

• If a value for a specific segment must be numeric 

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

• If a value in one segment is dependent on the value in another segment  

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

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

Tip!  Before you begin, make sure that you know your organization’s naming 
convention for child AVCs and AACs.  

©2010 U.S. Bancorp Resource Manager 49 



Army Resource Manager User Guide 
 

Accounting Validation Control Illustration 
The illustrations below show these concepts.   

 

You base an AAC on the subset 
VVLs in the child AVC and 
additional codes you specify. 

 

 

 

 

 

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

We base a parent AVC on your 
accounting code structure. 

You base a child AVC on the 
parent AVC. 
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Learn More: Refer to the Access Online: Accounting Code Structures 
user guide and lesson for additional information on accounting code structures. 
Refer to the Access Online: Accounting Validation Controls user guide and lesson 
for information on all aspects of parent and child AVCs and AACs. Be sure to also 
review the Accounting Code Management recorded class. 

Create a Child Accounting Validation Control 

 

1 
2

To create a child AVC: 

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

2. Select the Accounting Code Mgmt sub task.  
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3

3. Click the Create/Modify/Delete Child Accounting Validation Control link. 
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4a 

4b 

5 

6 

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

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

a. Specify search criteria. 

b. Click the Search button. 

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

6. Click the Create Child AVC button. 
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Your screen will be set with a 
specified Bank/Agent values that 
you should not change. 

7 

8 

9 

10 

The validation triggers are not editable, 
so do not open or attempt to modify the 
validation triggers. 

7. Leave the Assigned at setting at the Do Not Assign radio button. 

8. Type a name for the child AVC using your organization’s naming convention.  

9. Select the AVC Enabled radio button.  

10. Click the Save and Continue button. 
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11 

11. Open the Validation Settings area. 
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12a

12d

12c

12b 

13 

12. Select the additional restrictions on the child AVC: 

a. To validate that the value the cardholder specifies is a number, select the 
segment’s Validate Numeric radio button. 

b. To create a subset VVL for the child AVC (a smaller list pulled from the 
larger list already in the parent AVC), see Create a Subset Valid Values List 
on page 57. 

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

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

13. Click the Save AVC button and then click OK on the confirmation message. 
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Create a Subset Valid Values List 
While you are creating a child AVC, you can create a subset VVL based on the 
values of the parent AVC’s VVL.  

 

1 

If a subset VVL exists, a link with the 
name of the subset VVL displays 
instead of the Create Subset VVL 
link. 

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

To create a subset VVL: 

1. Click the Create Subset VVL link.  
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Note the auto-generated name. Type a name based 
on your organization’s naming convention. 

2

3 

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

3. Click the Save and Continue button. 
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4a

Learn More: From this screen, you can select values for the subset, type 

 

values for the subset, or upload a subset file. 

4. To select values for the subset VVL: 

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

4b 

4d

4c 

5 

b. Search for a specific value, if needed. 

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

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

5. Click the Save button. A confirmation message displays. 

©2010 U.S. Bancorp Resource Manager 60 



Army Resource Manager User Guide 
 

 

Note the subset name and 
number of values. 

6 

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

 

7 

8 

7. Review the parameters of the changes.  

8. Click the Yes button. 
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Create a Custom Valid Values List 
You can create a custom VVL for a segment that does not have a VVL in the parent 
AVC. 

 

1 

Note that the parent AVC does 
not have a VVL for UIC. 

To attach a custom VVL to the child AVC: 

1. Click the Custom VVL link. On the screen that displays, you can either upload 
a file or manually type in values to create the list.  
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2 3 

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

3. Ensure you have the correct segment check box selected. 
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4 

4. To upload values, click the uploading a file link. 
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5 

6 

5. Search and select a file. 

6. Click Continue. The system attaches the custom VVL to the child AVC. 

Tip!  Your file name cannot contain any spaces or special characters. The file 
structure must be in a tab-delimited text file with the value separated from the 
description with a tab, as shown below. 

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

 The <TAB> is between these two fields. 
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7 

8 

9 

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

8. Review the preview. 

9. Click the Finish button. 
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10

10. Review the upload information. 
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11 

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

 

To type values, click the typing values link on the Valid Values List: Manage 
Custom Valid Values List screen. Specify the number of values you want to add, 
click the Add button, and then type the value and description. Click Save when you 
are done.  
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Use these fields to search for a specific 
value. You can edit values on this screen, 
as well as type new values. 

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

Edit any existing values and/or 
descriptions. 

Type the new values and descriptions in 
the blank fields. 

Click Save when you are done. 

©2010 U.S. Bancorp Resource Manager 70 



Army Resource Manager User Guide 
 

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

 

1

To create an AAC: 

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

©2010 U.S. Bancorp Resource Manager 71 



Army Resource Manager User Guide 
 

 

You can leave all the fields blank to 
return a complete list. 2a 

2b 

3

2. Search for a child AVC to base the new AAC on: 

a. Specify search criteria. 

b. Click the Search button. 

3. Click the number link in the # Alternate Accounting Codes column.  

Tip!  You can also click the AVC name link to create an AAC. Simply click the 
Manage Alternate Accounting Codes link to continue. 
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Existing alternate 
accounting codes 
display here. 

You will use these search 
fields to modify an alternate 
accounting code. 

5 4 

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

5. Click the Add button. Fields display that let you create an AAC. 
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8a6 7 

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

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

8. To select values from a valid values list: 

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

8d

8c 

8e 

b. Search for a specific value, if needed.  

c. Select a value.  

d. Click the Select button.  

e. Click the Accept Values button. 
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9 

9. When you are done and have a value for every segment, click the Save button.   
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Tip!  You can see the number of AACs associated with a child AVC.  

 

Note the number of AACs 
associated with the child AVC. 
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Run a Standard Report 
You have a full range a standard reports available to you that cover every aspect of 
your program. For our example, we run an Account List report. You run a report in 
three basic steps: select the report, set the report parameters, and run the report.  

 

2 

1 

To run a standard report: 

1. Select the Reporting high-level task. 

2. Select a report category. For our example, we will pick Program Management. 
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3 

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

5 

6 

7 

8 

9b9a 

10 

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

4. Specify a date range.  

5. Specify account information (which accounts to include in your report). 

6. Select which additional detail to include in your report.  

7. 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. 

8. Select the report’s output.  

9. 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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9c
9d 

9f
9e 

9g 

c. Specify search criteria. 

d. Click the Search button.  

e. Select the check boxes for the positions to include. 

f. 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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Learn More: The parameters that you need to set for your report depend 
on which report you are running. For another example, you can see the more 
complex parameters for a Transaction Detail report. For information on how to set 
each possible parameter, refer to the Access Online: Running Standard Reports 
user guide and lesson. To review a description and sample of each standard report, 
refer to the Access Online: Standard Report Samples user guide.  
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Schedule a Standard Report 
Scheduling a report is simple and quick. After you access the scheduled reports 
function, you simply select a report to schedule, specify the report’s parameters 
(e.g., date range, sorting, filtering, grouping, etc.), and then specify the scheduling 
parameters (e.g., report description, schedule, and recipients). Then, once you 
save the report, Access Online automatically runs the report on your scheduled day 
and sends the report to your designated recipients’ Data Exchange mail boxes. 

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

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

• 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. 
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1 

2 

To schedule a report: 

1. Select the Reporting high-level task.  

2. Click the Report Scheduler link. 

 

43 

Not all standard reports 
are available to 
schedule. 

Once you have reports 
scheduled, they display 
in this table. 

3. Select a report 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. 

5

Each report has unique 
filtering options. 

 

6 

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

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

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

You can specify the 
report’s output file type. 

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

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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7 

8

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

 

109 

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

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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11 

11. Specify a date range for the scheduled report to run.  
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12a 

12. To add recipients: 

a. Click the Search for Users link.  
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12d 

12e 

12b 

12c Select checkboxes display only for recipients 
with Data Exchange download capability. Also 
note the Data Exchange Yes/No settings. 

b. Specify search criteria. 

c. Click the Search button.  

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

e. Click the Select User(s) button.   
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You can remove a 
recipient at any time by 
selecting the user and 
clicking the Remove 
Selected Users button. 

13 

14 

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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15 

16 

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. 

 

Learn More: For information on scheduled reports, refer to the Access 
Online: Report Scheduler user guide and lesson. 
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Create a Flex Data Report 
You can easily create and save customized ad hoc reports in Access Online using 
the flex data function. By setting up a report exactly as you need, organized they 
way you want, with only the data you need, you can pinpoint the information you 
need to manage your unique program. You create a report in three major steps: 

• One—Select the report’s primary template and/or additional data template.  

• Two—Specify report parameters.  

• Three—Preview, save and run the report.  

 

1 

2 

To create a flex data report: 

1. Select the Reporting high-level task. 

2. Click the Flex Data Reporting sub-task or link on the screen. 
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3 

3. Select the Create a New Report tab.  

4 
5

6 

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

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

 

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

If you have already saved the report, 
then you can click the Revert to Last 
Saved button to discard your changes 
since your last save.  

Because you must define which data 
to include in some basic way, you 
must select a single filtering option 
radio button. 

7

8 

10b 10a 

9 

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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11

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

12 

13

14

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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15 

15. Select the Filter for Content tab.  
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The screen updates with 
your new report description. 

 

16 

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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19

17

18

Click the Edit link to 
change your selected 
hierarchy positions. 

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.  

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

24

20
21 

22 

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.  

©2010 U.S. Bancorp Resource Manager 101 



Army Resource Manager User Guide 
 

 

27

26
25 

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.  

 

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

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.  

 

1 

2 

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. 

 

3

The Reporting Objects and My 
Reports folders display only if you 
have the entitlement to create 
shared reports, not just run them. 

3. Open the USBank Shared Reports folder. The two subfolders that house all 
the shared reports display the Account Information subfolder and the 
Transaction Activity subfolder. 
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4 

5 

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

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

5. 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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9

10

To filter the report by 
hierarchy, you need to type 
only the value for the lowest 
position (not all positions 
above as well). 

 

11

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

6 87

6. 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).  

7. Type an end date in YYYY/MM/DD format in the end date field (if needed). 

8. Type a bank number in the Hierarchy Position Bank (Required) field.  

9. 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).  

10. 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. 

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

Learn More: Each report has 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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Click the Reset 
button to return to 
the default settings. 

Click the Clear 
Output to clear the 
report output.  

12

 

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.  

Click the Cancel button to 
cancel running the report. 

 

13

13. Select to open or save the report to your computer. 
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Learn More:  For information, refer to the Access Online: Run a Shared 
Custom Report user guide and the Access Online: Shared Custom Report Samples 
user guide.  
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Download a File Using Data 
Exchange 
You can use the Data Exchange function to exchange files with U.S. Bank. As a 
Resource Manager, you can download files from U.S. Bank. The Data Exchange 
function accommodates files of any type, including text files, spreadsheets, 
compressed files, PDF files, and graphics files.  

 

1 

2a

To use the Data Exchange function: 

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

2. To download a file: 

a. Navigate to the file you want to download and right-click the file name.  
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You may close the Data Exchange 
window during the download, but you 
must keep the File Download dialog 
box open during the download.  2b

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

 

2c

c. Wait for the download to complete.  
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2d

d. Select a location and new name (if desired) for the file and then click the 
Save button.  
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Additional Roles and Tasks 
You can review the task that the other roles in your organization perform, including 
A/OPCs, Billing Officials, and Cardholders.  

• 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. 

• For Billing Official tasks, including managing account certification and statement 
approval, refer to the Access Online: Billing Official user guide.  

• For Cardholder tasks, including order creation, transaction management, and 
order and transaction matching, refer to the Access Online: Cardholder user 
guide. You can log in to the web-based training as a cardholder and review 
cardholder lessons and training material.  
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Additional Resources 
You can easily access topic-specific lessons on the WBT.  

 

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

 

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

To access the topic-specific user guides (with information on each field and each 
step in the task), click the User Guide link and then navigate to the guide you want 
to read. 
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You also have additional documents available to you, including a glossary 
specifically for our government clients. 

 

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

 

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