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lcons

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

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

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

Web Addresses

Live System

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

https://access.usbank.com

Web-based Training

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

https://wbtiaccess.usbank.com



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

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

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

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

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

Confirm and Pay Model

Cardholder creates order.

Transactions post in Access Online

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

Cycle Close

Cardholder approves his/her
statement.

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

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

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

Billing official certifies the
managing account statement.
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Get Started

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

Login/Logoff

overnment | About U.S. Bancorp

Welcome to Access Online!

Flease enter the information below and login to |y

zganization Short Mame: 'YOU mUSt fl”

r in all three
fields.

\serID:

[
%ssword:
| Login J

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.

71! 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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U.S. Bank Access”Online

Order Mar
Transaction Management Message from U.S. Bank

Travel Expense
na it

Welcome!

epo You are viewing Ascess Online, the Iatest innavation in our complete set af commercial card taols. Access
My Personal Information Online is aweb-enabled program managerment and reporting tool offering a feature-rich platform that can be o=
easily configured and deploved to meetthe unigque needs of our clients. Qur clients have the ahility to
implement the features and functionality that best support andfor enhance their business processes.

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

Contact Us

When our clients are ready, sois Access Online.

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

Transactio

Trav Exp se

ount Infurmatlun

MyPn-rsol]aI Information Cnline is a web-enabled program management and rep

Home
Contact Us

nk ARMY

Fivs Sear Srvics earaneod ($5)
U.S. Bank Access® Online ,

Order Management

Cba

Leiiulld VMiessage from U.S. Bank

Welcome!

Click to go directly to
your transactions.

You are viewing Access Online, the latest innovation in o

easily configured and deploved to meetthe unigue needs oToUFCle = B lne
implement the features and functionality that best support andfor enhance their busmess processes.

Online harnesses the power ofthe Internet within a secured environment bringing jents anline
&aayment solutions anytime, anywhere.
[ n) N ic i =] Cinline

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

you access to all tasks and functions. often for U.S. Bank and agency-
Click to display subtasks. specific notices.

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

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

e Messages—Provides important notices

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

T°1p ! 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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Personal | Busi | Institution §

U.S. Bank links

4 Client name.

My Personal Information * Log Out

Change Password & Authentication
Logout button

I Uszer 10: chipurchase

A Required field has been left blank. Please complete.

Organization Short Name: ARMY
Functional Entitlement Group: CH DODwSBTAP

Error messages

*= requirad

Change Password

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

Contac

curent Password: *

Left-Column
Navigation Bar
with menu
expanded.

ar Mew Password: *

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

Authentication Question:
IPet's Mame 'l

Authentication Response: *

== Backto Personal Information

The following elements are common to all Access Online screens:

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

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

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

e Back link—Displays a previous screen



Home
Contact Us

@mﬂ.&'@
U.S. Bank Access® Online ’ : option at left.

Order Management
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My Personal Information

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

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

| Institution / Governmert | Akout LS. Bancorp

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

0 |

My Pers ) Information * Log Out
I Uszer Inynchase

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

ormation
an

Contact Information

Update your user ID contact information (name, address, phone no., ete).

< Email Motification

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

< Add Accounts

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

To access your personal information:

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

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

J user iD: ehipurchase

Organization Short Name: ARMY
Functional Entitlement Group: CH DODwSBETAP

*= required
Change Password

Flease enter a password hetweer
easy far you to remember hut nof|

g a\phanumeric characters. Use a combination of letters and numbers
rsto guess.

Current Passward: ™

Enter New Passward: ™

Re-enter Mew Password: *

Authentication
Flease zelect an authentication question and enter a response that will be easy to remember. This
infarmation will be used inthe vzt vou forget vour passward.

Authentication Question:
Pet's Mame

Authentication Response: ™
Iteacups

== Back to Personal Infarmation

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

My Personal Information

I User 10: chipurchase

Password
Change your systern 3
he used when resetjy

ord and create or modify an authentication respanse that will
0 A password,

Contact Information
Lpdate your user ID contact infarmation (name, address, phone no., etc.).

o Email Motification

Account Access
Wiew access rghts and user specific information, such as accounts and hierarchy level
dACCesSS.

o Add Accounts

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

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

10



Army Cardholder User Guide

My Personal Information
Change Your Contact Information

I User |D: ch1purchasze

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

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

*= raquired
First Marme™ Last Marne:™ Mol
IDamita baraldo
Address 1 Address 2
Crity: ™ StatelProvince: ™ ZiplPostal Code: ™
| |an = | §
Countey: * . .
! = Required fields have
red asterisks.
FPhone Mumber™ Fax Mumber:

Ermnail Addrags: ™

== Backto Personal Information

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

11
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My Personal Information

I User ID: chipurchase

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

Contact Information

Update your user ID contp/£t information (nhame, address, phone no., etc).

< Email Motification

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

o Add Accounts

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

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

My Personal Information
Email Notification

[ User D chipurchase ]

To receive an email notificegay select the specific process and corresponding scenario's, timing or accounts
*=reguirad

Email Address: ™
7

Email Notification

[ Action Pending Travel Expense Report
& Daily

 weekly: I 'l

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

Statement Notification

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

Accounts associated dirg

Status setolnt Number Account Name Account T)
Enahled | 4716300005905681 DAMITA MARALDO  Cardholded

Accounts viewed through assigned hierarchies: Add Manaaging A /Zounts

Add Cardhalder Account

Remove Accour

er Account Name Account Type

== Backto Personal Infarmation

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.

b. Specify new information, including new email address, data exchange

options, or statement notification parameters.
c. Add additional accounts, if needed.
Click Save.

12
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My Personal Information

I User ID: chipurchasze

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

Contact Information
Update your user 1D cogg

X information (name, address, phane no., ete.),

< Email Mofificatis

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

o Add Accounts

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

5. To change account access:
a. Clickthe Account Access link.

My Personal Information
View Account Access

I User I0: chipurchase

Organization Short Name: AR
Functional Entitlement Group: CH DODwSBETAFR

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

\ﬂu:h:i Accounts

Product Description__Account Number Designated User User ID
CP Crganization @HEBDDDDEQDEEM v chlpurchase

== Hack to Personal Information

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

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

to add accounts.

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

and/or adding accounts.

13
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My Personal Information

I User 10: chipurchase

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

Contact Information
Lpdate your user ID contact information {name, address, phone no., etc).

< Email Motification

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

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

< Add Accounts

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

14
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View Your Account Profile

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

U.S. Bank Access” Online ’ 7

Order Managemer

Transaction Mar Account Info rm ation

Travel Expense,
Management/\/
oun tion Statement

Wiew account staterment(s).

Reporting » Cardhalder Account Staterment
My Personal Information

Account Profile

Wiew account demographice Amits, accounting code, and other related information.

= Cardhalder Accaunt Profile

Home
Contact Us

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

15
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Cardholder Account Profile
Account Summary

I Card Account Murmber; " == === =2 20509, DAMITA MARALDD Suitch Accounts
Select an itern below to wiew i itents.

Demaodraphic Information Authorization Lirmits

Yiewy account name, address, and contact Yieny autharization limmit information such as Credit
information. Limit, Single Purchase Limit, and Available Credit.
Account Information Financial History

Yiewe other account information such as Account Yigw the account 12-manth history, 7-year history

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

Default Accounting Code
Yiew the default accounting code assigned ta the
account.

Account History

Request Type Update Method Last Updated
Setup Manual 05052006 21:07:13
Maintenance  Manual 05082006 21:07:13

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

16
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Cardholder Account Profile
Demographic Information

I Card Account Mumber:  ==========25504, DAMITA MARALDO

Swwitch Accounts

Name

Name: DAMITA MARALDO
Date of Birth:

Identification Number:

Tax Exempt Number:

Optional 1:

Third Line Embossing:

Address

Address 1: EP-MM-L25C TRAIMIMNG
Address 2: 200 80UTH 6TH STREET
City: MIMMEAP QLIS MM 554021403

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

Work Phone: B12-973-1514

Home Phone:
Alternate Phone: 000000000000000000
Fax: 999-999-9999

Email Address: drmaraldo@army. mil

Demographics Comments:

== Backto Cardholder Account Summany

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

when they set up your account.

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

screen and click another link.

17
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Cardholder Account Profile
Account Information

I Card Accourt Number:  *=mm====mmgggq | DA TA MARALDO Switch Accounts

Account Status: WV3-TEMP CLOSED

Hierarchy Position

Bank Agemt Company Dndsion Department
3058 0066 117490 Qoooo o000

Organization Name
ARMY

Account Information

Managing Account; 47163045966061 20
Cycle Day: 14
Expiration Date: 1003152008
Open Date: 10021020048
Temp Auth Start Date:

Temp Auth End Date:

Needs Activation? b

Current Balance: 0.00

Past Due Balance: 0.00
Plastic: b

Checks: Ml

Checks Valid Dollar Amount:

Telecom: Ml

Telecom Status:

Payment Method Code:

Payment Method Description: =hNone=

Reporting Level

11790 00000 00000 00o0d0 0ooood  godoo ooooo

Account Information Comments:

== Backto Cardholder Account Summany

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

18
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y i
Cardholder Account Profile \IIE_ {

Default Accounting Code é

I Card Account Number: FRRmrsresss, G601, DAMITA MARALDO Switch Accounts

Default Accounting Code

Segment Name (Length)

APPROPRIATION (20 DAC (2) ASM(5) UIC(E PEC(Z) ORG(8) MFP(2) JO(3) SAR(1) WCR(E RBC(1) RSC( CI(B OC(5 GPS{) s
11220000000000000000 44 54544 AFPC4G 222222222222 122348

Default A iting Code C it

== Backto Cardholder Account Surnmary

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

19
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Cardholder Account Profile
Authorization Limits

I Card Account Number; #rrmmesmeess 5621, DAMITA MARALDD

Switch Accounts

Authorization Limits

Credit Limit: 1,000.00
Single Purchase Limit: 250.00
% Cash: a
Awvailable Credit: 1,000.00
Fiscal First Month: 1

Standard Velocity Limits

Limit Total
Daily Dollar: 0.00 .00
Daily Transaction: i} 0
Cycle Dollar: 1,500.00 n.oo
Cycle Transaction: i} 0
Monthly Dollar: 0.00 0.o0
Monthly Transaction: i} 0
Quarterly Dollar: 5,000.00 n.oo
Quarterly Transaction: i 0
Yearly Dollar: 20,000.00 0.0o0
Yearly Transaction: i} 0
Custom Velocity Limits

Limit Total
Other Dollar: 0.00 n.ao
Other Transaction: a a
Refresh From Date:
Refresh To Date:
Days in Refresh Cycle:
Refer To Managing Account
Merchant Authorization
Controls: K|
Refer To Managing Account
Velocity Limits: &
Refer To Managing Account
Single Purchase Limit: K|

Merchant Authorization Controls

Control
MCCG111

Authorization Action
Approve

Single Purchase Limit
il

Type Action
Custom  Wiew Details

Authorization Limits Comments:

== Backto Cardhalder Account Summary

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

20
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Learn More. Forinformation on account profiles, including descriptions of

each field available on each screen, refer to the Access Online: Account Profiles
user guide and lesson.

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

Financial History /

I Card Account Nurber:  mrrmsrssanes,

Switch Accounts |

12 Morth History | 7 Year History Analysis r T Year Histary |

The 12 Manth History includes accumulated account infarmation for 12 previous hilling cycles. Each page

includes faur hilling cycles of histary.

Page: 1|23
MHumber of Payments 0 0 0 i} 0
Total Payments 0,00 F0.00 F0.00 000 F0.00
{Last Payment: 00/00500)
Minimum Payrment 0,00 F0.00 f0.00 g0.00 F0.00
Humber of Purchases 1] a 2 a 1]
Total Purchases $0.00 $0.00 $0.00 §0.00 $0.00
{Last Purchase: DA/28/08)
Mumber of Cash Advances 0 0 0 i} 0
Total Cash Advances $0.00 §0.00 f0.00 §0.00 $0.00
{Last Cash Advance: Q0/0500)
Humber of Credits 1] a 1] a 1]
Total Credits $0.00 $0.00 §0.00 $0.00 F0.00
(Last Credit: 08r2508)
Mumber of Misc Charges 1] a 1] a 1]
Total Misc Charges 0,00 F0.00 f0.00 g0.00 F0.00
Insurance fees $0.00 §0.00 f0.00 §0.00 $0.00
Late Charges $0.00 $0.00 $0.00 §0.00 $0.00
Owerlimit Fees f0.00 F0.00 F0.00 §0.00 f0.00
Furchase Finance Charges F0.00 $0.00 F0.00 $0.00 F0.00
Cash Advance Finance Charges F0.00 F0.00 F0.00 F0.00 F0.00
Credit Limit $1,000.00 %1,000.00  $1,00000  %1,500.00  §1,500.00
Balance 0,00 F0.00 F0.00 0,00 F0.00
Qutstanding Purchase Balance F0.00 $0.00 F0.00 $0.00 F0.00
Qwtstanding Cash Balance $0.00 $0.00 $0.00 $0.00 $0.00
Outstanding Misc Charges F0.00 F0.00 F0.00 §0.00 F0.00
Outstanding Purchase Finance
Charges g $0.00 §0.00 f0.00 §0.00 $0.00
Outstanding Cash Adv Finance
Charges g $0.00 §0.00 f0.00 §0.00 $0.00
FPastDue $0.00 $0.00 $0.00 §0.00 $0.00
Avyg Daily Bal - Purchases F0.00 F0.00 §0.00 F0.00
Awg Diaily Bal - Cash Ady F0.00 f0.00 g0.00 F0.00
:\;?; Daily Bal - Purchases and Cash $0.00 $0.00 $0.00 $0.00
Page:1/2|3

== Backto Cardhalder Account Surmmary

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

21
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Cardholder Account Profile
Financial History

I Card Account Mumber: ™ ===mmm=m20501, DAMITA MARALDO Switch Accounts

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

The 7 ¥ear History Analysiz is divided into 12 billing-cycle periods beginning with the most recent period
and includes the number of times the listed condition occurred during each period.

0-12 13-24 2536 3748 4960 61-72 73-84 Totals

Times Billed 12 12 g 1] 0 1] 0 33
Times Statement Generated 3 3 1 1] 1] 1] 1] T
Times Cwarlimit n n n N n N n n
Times Past Due 01-30 Days ] ] ] 0 ] 0 ] ]
Times Past Due 31-60 Days 1] 1] 1] 0 1] 0 1] 1]
Tirmes Past Due 61-90 Days 1] 1] 1] ] 1] ] 1] 1]
Times Past Due = 91 Days 1 1 1 0 1 0 1 1
Cycles with MEF Check 0 0 0 1] 0 1] 0 0
Times Small Balance Written Off 0 1] 1] 1] 1] 1] 1] 1]

== Backto Cardholder Account Surmmary

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

y 4
Cardholder Account Profile \IIEEﬁ

Financial History

I Card Accourt Nurnber: mrsssseseses 5691, DAMITA MARALD O Switch Accounts

12 Month History r 7 Year History Analysis r 7 “ear History

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

07/08 06/08 O05/08 O04/08 O03/08 02/08 01/08 12/07 1107 10/07 09/07 0807

Billed A A A A A hd A A A A hd A

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

M N N N N M N

=
=
=
=
=

Cash Advances

== Hackto Cardhalder Account Summary

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

22
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Perform Order Management
Tasks

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

Create a Manual Order

Order Management

Order Maintenance
Wiew, create, maintain, delete /¥ suspend arder
records.

= Create Mew Order ecord

Match Multiple Orders to Transactions

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

My Personal Information

Home
Contact Us

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

23
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Order Maintenance
Create Order

Required fields have red
asterisks.

Ligg this i In craata an Ormar iha may 0e avakabie S astnmatt andior manual makhes 3 ransacians

* = required
IAnER & Creiie Ordes fom EXsING

11 infarmatian
Gt
Gontrorumber * [I014302834  Dune - [faR72008 | Cestion D G 72000
St open Fourep Joes Ugarin [z
pusmessut [ ol [ bcooumens 1
Recwsstorbiame = [ TansaconmemeaCose [ %] mumesssbontumoer [

Tmancialy

7 Cxnde e
Aot * ] Tas Amount [ 000 Fight Amsunt ]
PR o et

A0 Meguiree = Gontract Pirpmen methos. [Fe =] wiscelwseous Aot [

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

Gty Staty = Pasal Cadn

city [ s | Pustal Gove | E—

Déstingtan Cady; T Hawsgousmatedans  [We =] coonug shipmentsemes [ =]
Marchandise Recaned D [ MecnandssDuemate [ MemnansiseMesdmate [
Adatonal Wformation

PMO Reserd 1 [ PHORessred 2 Shiopirg Data: |

Othur Data  — |

-1 Line Items Etars 48 dag | Do bn Save

Tha Ling Nems

i a getsteg =

L Add_J 1 Line tms

- Allpeations Eshus e dos | SnleSumy

This seclion 1 lays alloations traiwil b dpell by he et
Tou £30 AN AR 3MOUnts by 00EI Amound 0f pRrcanags The Linakoc ated Armoand mist equal 7ans (i)
beford sanng To a¥0cale 10 S33tonal accounting codes, chck o

egrmean Nams (Langlh)
s

|| 0 sttonstiams saint dorihin Comen Clek ioe S habor b 3olf sfipaumman

Sl All fo Detault Accounting Code B Roset Al Allncatoas
I [ 1 sosmona Aocsnungs)

Hotr: R marke for removal A adind 3 e Lnakocaes Ameont i

3] te Boamurs 4o | s b ey

The Comments sachon d d et

18] it can b used i commeends.

oo esenl fm PO

USAT Lavel 3 Ragarssd

1-| Match Tolerance Baturinter | $ote dary

This erder |s o w1 Tomakhil chickthe Malched

ey e
Tramsactions tah and then click the <Maizh 5o Trassachorss i

By At

T L arasnzalion Seraull i Sheck Tor Iokrante

 Lise speciic folerance Ot means systom willuse 26m as the foserance amoun
) 12 Chack raguired far Solarancs AmounL any variante akowsd

By Percent

T Lise arganaation detaull v ¢heck for fokeanca)

= Usa specelc fnkerance 0% fir maans syetem wall use 79r 35 the toleance amoung

Mo Crabck racuira for S48rasce AMOUNL 3y vrlance Skowsd

Hotn: T systom wil usn o valln botwne Featont

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 Armmy Switch Relationships
Card Account Humber; FRersrsssss: -1 234, JOHN DOE Switch Accounts

B Create |h:

Use this form to create an Order that may be available Be sure to typ_e the requester name exaCtIy
correct to avoid getting an error message.
*= reguired

Callapse All Faer rarm EXISTIAG Lrder

-] Information Bty to top | Go to Save

General
Contral Number: IDD1 43024634 Date: * IDQH 7reong Creation Date: 0g/17/2008
Status: Open JOOE2S User ID; |Jdgez5

Business Unit:

I I Dacument# I

Transaction Method Code: I "I Authorization Mumber: I

Requestor MName: *

Financials

\I— Credit Order

Arnount * I 1] Tax Amount: I 0.00 Freight Amount: I —U
Source Currency |U.S.Dnllar j Source Currency Amount; Ii Fropery Book; Mo =

UID Required: No = Contract Payment Method: [No =] Miscellaneous Amount: [
Contingency Purchases | ]

Merchant

R P Y S U, DT i T et T NP

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

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

10. Type the order amount.

11. Complete any other order information fields, as needed.
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rContd

Source Currency Amount: I

Merchant

B 111 [ [ B e e £ e S

Marne:* |

City: I State: ' Postal Code: I

Ship To
City: I State: I I FPostal Code: I

Destination Code: Hazardous Materials: ™ QCOMNUS Shipment Method: I 'I

Merchandise Received Date: I Merchandise Due Date: I tderchandise Meed Date: I

Additional Information

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

[-] Line Items Beturn to top | Goto Save
s TP At e e gy

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

. e o e T S A, ot e
[-] Line Items Beturn to top | Go o Sawe

The Line ltems g provides a detailed itemization of the total,

ode ftem Description Qty Unit of Measure Unit Cost Line tem Total % of Amount
Mo Lire fefis have peen defined for this Omer. Click “Add ™ ho add Nee ilems.

QT [ 1 tine tems If the order is for a credit, you cannot
include the credit as a line item.

-1 Allocations

This section displays allocations that will be applied to the transaction(s) when rmatched.
i i o AT B A S o

14. To add line item detalil, type the number to add and click the Add button.
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P T = e T W T S et S e e S S S A o e
Other Data: I
[-] Line Items Beturn to top | o te Save

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

ShowiHide Table Details

Remove Product Code Unit of Measure % of Amount

Oty Unit Cost
o [Copy Machine | 1[Each =l 1000 [ 1000.00f 50.00 =

item Description Line ltem Total

| [Paper | 100 |Ream | 10 | 1oo0o0| 50.00 5

Chedeall Shown | Uncheeck All Shawn Tax I n.0n I 0.00 9%

Freight: I D_DDI 0.00 &
ml 1 Line ltems

Totak | 200000 |  100.00+
Arnount Rermaining: | D_DDl 0.00 g

[+1 Allocatio Eeturn to top | Goto Save

Note the zero percent remaining.

15. To specify line item detail, specify information in each field, including Iltem
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 T e e i T NN T T e et R R [T DT T YDA, T T e
-1 Allocations Eeturn totop | o to Save

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

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

Allocate by Line lterm

12
*=required
Allocation % of Order Prepopulated Accounting Code Selection
Total Amount Current Mame  Change to: APPROPRIATION {z0) DAC (2}
g 10000 o | 50004 | Ofice Supplies |-Change Current¥alue-- = |54540000000000000004 - [67 [67
r oy 10000 or| 50009 | Utities [~change Currentvalue-- =l [54540000000000000004 - [15 i
Unallocated $I 0.00 I 000

Amount

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

ChediAll Shown | UnehedoAll Shown

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

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

-1 Comments Eeturn totop | Go to Save

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

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

[+] Allocations Return to top | Go to Sawve

[-] Comments Return to top | Go to Sawve

The Comments section pAvides user-defined text area(s) that can he used far comments.

Miscellaneous Comments Reserved for PMO

[— =

The comment field names are
custom to your organization.

Lewvel 2 Authorizations Declared Contigencies

USAF Level 3 Reserved

[-] Match Telerance Beturn ta top | Go ta Save

Thiz arder is currently not matched to any transactions. To match itto transaction(s), clickthe Matched
s alitde i aue ™ shpdr T e it S e e e Pt L e

17. Add any comments, if desired.

28




Order Maintenance
Create Order

1 Falioraies. Un
Bt Bove

Uz his form fo create an Order et may be avalatie far automatis andlor manual matches fo Fansacsons

required

Al Colose Al Lrgdte Qrder from Exigling Qroer

[T information Eatun e | 2 22
Gonatal

ConrenMumbgr.© [FOTAT0EI | Date.” [Fr7ms | Creation Cate DR 13008
Status: apen Souree: e User D [eazs
Busmessunt [ inice ® [ oowmene 1

Requestor Name. Transahion Methad Coce ¥]  suthamaton Numibar

* [dobn Doe

Financlabs
T Gooot Orden

200000 [ 000 Freight Ameunt
,m Bourtd Gurrenty Amount !— Frapory 8ok ha
Contract Payment Wemoa: [N =] Miscetaneous Amouet [

 —

Amaunt * Tam Amount

BOUDE Guesncy

A0 Required. Mo X
contingancy Purchases | =]
Werchant

taame:* [Copy Max

City. Etaty. - Postal Code,
Ship To
city tatn - Pixttal Cose

OCONUS Shipment Mathod x

Destination Cogs: Hazardous Matenste: (Mo
Merchandise Receted Dale. Merchardise Due Dade Merchandise Need Date

Additional lformation

P e 1 | PMO Rezerved 2 |

Shippng Datw: |

Dier Date,

I-1 Line frems
The Ling tems section provides & detsled damation of the ttal

ShewdHids Tably Delaily
+ of Amoti

it of Maarsurs

Uit Liree Memm Total

Army Cardholder User Guide

r [Copy Macting [ 1[Faen = woe [ voooogf E000 9,
il ¥ [Papar | 100 [Reurm = i 100n00| 5000

Tax

T om [ s

Chask S1 e | Maihick A1 Gt

[ Remove ] Fgnt [ 000 [ 000w
@I [ 7 Unemuns
Totat: 200000 100

Amount Remaining a0 000

Bafumis o) | Sole Edes

1+] Allocations

Ealus le lus | o fo Sve

i-| Comments.

The Commants secton provides eeer-dedned ted areafs) at can be weed for commants

omaners Reservod for PMO
E| =
= .|
Lot 2 Dectared
| 5
/| =
USAF Laval 3 Raserved
|

1~ Match Tolarance Ratunin bop | oo G

U To malch A b
e clik B <Match b Transachonss nk

Thig ordet Is ¢ thy tionduh, click the Mstched

Trans-uchons tab ard
By Aot
1 Use organizaton defaut (no check for tolsrance)
& Uss apecific oerante: U {0 means syssem wil uss Zero a8 18 tolerance amount
o Chack required for iolsranca senount, sy anance alowsd

Ty Parcent

© Lise organizeton dufaul ino check for boleramce)
0% ¢0r mwans srslom will uge 2ivo 9% the lelerante amounl
2 arnount, any vanance aliowed

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

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

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

* Log Out

Order Maintefiance

3 Wiew, create, maintain, delete, andior suspend arder
Mana

: records.
Ac Information
Reporting = Create Mew Order Record

My Personal Information

Match Multiple Orders to Transactions

Manually match an unfulfilled order to unmatched
transactionis).

Home
Contact Us

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

Search Order List

-1 Search Criteria Beturn to top

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

Order Murnber: Merchant Mame:
Order Status: Order Source Type:
Order Date:

Start Date End Date

sjzone | [FEe| y,  [ospjzoos | [
mrmiddiwyy rarnid dinyy

Orders/Credit Orders:  Order Amount
j |Grealerthanureuualtuj slSD to §

Filter Orders by

 Processing Hierarchy Position:

Bank Agent Company: Division:  Department:

| | i Search for Hierarchy Position
@ Account Murnber:

|47T 6300005405691 Search for Aceourts

Nate: Separate musiles by 2 comma

Cardholder Last Show Duplicate Order#'s:  Show Order Line Hems

®ves C Mo ©ves & No

Hote: Geparate Multiples by 2 comma

[ Searc/ QR Reset & Search with Defaults

Order List
Click on the Qrder Mumber to view the order details. Click on the Receipt Statusto Create Mew Order Record
manage the arders Receipts

Records 1-4 of 4

Request Status

Select Order Date Order Amt Account Number Order Source Order Status Last Match

(] 0572812008 ACE GLAES INCORPORATED $450.00 notchgroup

r 05/21i2008 0000102387 Carmunications Applied TE $1,159.00 a 5651 chipurchase apen 0.00%
O 05/21/2008 0000102388 Pace Custom Cases & Bags $269.40 o ..56891 chipurchase Open 0.00%
I} 05/13i2008 0000102390 Anister Inc $2,472.20 o ..5691 chipurchase open 0.00%

775 Order# not unique

Records 1-4 of 4

Create a New Order by Copying an Existing Order

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

31



Army Cardholder User Guide

Maintain Order

Card Account Number: 1, DAMITA MARALDD
Role: Cardholder

Contral #: 0000102375 Date: 1202002008 Match Status:  Open
Amount 119556 Merchant DOD EMALL % Fulfilled 0.00%
TaxAmount  0.00 Wariance % 100.00% Freight Amount. 0.00
Receipt Status: Trans. Matched: 0 Billed Armount. 0.00
Source chipurchase Last Match:

7 ¥ Control # not unique

Details | Matched Transactions

Order Maintenance m—

Use the Det
may also ct

edituser-entered data prior to automatic andiar manual matches to fransactions. Yigg
natch status, for example to suspend/unsuspend or cancel,

= requirgl
Exangl Colanse Al Copyto Creafe Mew arder
i Information Retum to top | Go to Save

General

Control Number* [0014302834 | Date:* [pari7/zo08  Greation Date 09/17/2008

Status pen Source JDCE2S User ID: [idoezs
Business Unit: l— Inwoice # l— Document #: l—
Requestor Mame: * W Transaction Method Code: l—;[ Autharization Nurmber; l—

Financials

™ Credit Order

Amount: * 2000.00 Tax Amount 0.00 Freight Amount: 0
Source Currency. lm Source Currency Amaount l— Property Book: Mo ¥

UID Required. Mo * Contract Payment Method, m Miscellaneous Amaount l—
Contingeney Purchases | 7]

Merchant

MNarme:* |Copy Max
City: State: = Pastal Code:

City. State. hd Postal Code
Destination Code Hazardous Materials. Mo * QCONUS Shipment Method: -
Metchandise Received Date: Merchandise Due Date: Merchandise Meed Date:

Additional Information

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

[+] Line Items Return to top | Go to Save
[+1 Allocations Retum to top | Go fo Save
[+] Comments Retum to top | @0 to Save
-1 Match Tolerance Retum to top | Go to Save

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

== Backto null

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

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

link.

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

32



Army Cardholder User Guide

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

U.S7Bank Access® Online

Order Management * Log Out

Order Maintenance
View, create, maintain, delete, andfor suspe) t
records.

= Create Mew Order Record
My Personal Information

Match Multiple Orders to Transactions

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

Home
Contact Us

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

Select Transactions to Match

Card Account Humber: #2328 DAMITA MARALDO
Role: Cardholder Switch Role

To match fransactions to an order, select an order from the Unfulfiled COrders To Match list. Then select one or
mare fransactions from the Unmatched Transactions Available to Match list and click the "Match to Order”
button.

ilfilled Orders to Match® andfor"Unmatched Transactions Available

To display a different list of results g
to Match”, use the appropriate Datel

Date Range - Unfulfilled Ory Date Range - L y il Available to Match:
Start Date End Date Start Date End Date
[soreoos | B, [ossoews | ER wsoeme | B g, [ossoenne | [E|
rrirniddiny rarnfddiyyyy rarmiddivyyy rrrnd iy
| Search B Reset J arch B Reset ]

Match To Order Chedd All Shown | Unchedd Al Shown

Unmatched Trazeactions

Unfulfilled Orders to Match

Select Order ; Outstanding Order

Date Dollar Amt Mumber

05282008 $450.00 CR $450.00 ACE GLASS INCORPORATED 100008 $980.99 ATD AMERICAN CO
05212008 $1,159.00 $1,159.00 Communications Applied TE 0000102387 $396.98 PLATT ELEC SPPLY 0057 05691
0512008 $269.40 $269.40 Pace Custom Cases & Bags (0000102388 $98.00 STEADMAN & REC 05691
o 05132008 $2,472.20 $2472.20 Anidter Inc 0000102390 $256.94 BRON TAPES INC 05691

\‘ 050812008 $960.99 $960.99  ATD Ametican 0000106005 $630.00 USAIMPACT 01 OF 01 05691
™ 05msi2008 S 58 $386.88  Platt Electric 0000106006 $13142 CR ANIKTERING 05691
05082008 ﬂ.ga $255.94 Bron Tapes 0000106007 | (s o tocated

i i Order Mot Unique ChediAll Shown | Unchedk All Shown

Match To Order

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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Review, Approve and Dispute
Transactions

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

Tip! You must review and approve each transaction one by one.

Dispute a Transaction

U.S{1 jnk Access® Online

Transaction ﬂgement

Travel Expense Role: Cardholder Switeh Fole
Management I /

Information

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

Home
Contact Us

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

Tip ! You can also simply click the account link on your Home page to go directly
to your transaction list.

Ebank. ACMEO4 CP Organization

Fivs Sear Srvics Gearaneod (5]
U.S. Bank Access® Online

Order Management

Transaction Management Message from U.S. Bank
Travel Expense
Ma ment Welcome!

nt Information
You are viewing Access Online, the latest innovation in our camplete set of commercial card tools. Access CF Organization
My Personal Information Qnline is a web-enabled program management and reporing toal offering a feature-rich platform that can be i 71~ *h
easily configured and deploved to meetthe unigque needs of our clients. Qur clients have the ahility to
implement the features and functionality that best support andfor enhance their business processes.

Access Online harnesses the power ofthe Internet within a secured environment bringing our clients anline

Home access to their payment solutions anytime, ampwheare.

Contact Us

VWhen our clients are ready, so is Access Online.

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

Card Account Summary with Transaction List

I Card Account Number: **™"**===**55601, DAMITA MARALDO

[-] Card Account Summary

Account Number: [0) Qutstanding Orders $18,020.34 24
Account Mame DAMITA MARALDO Unmatched Transactions $25,980.25 61
Billing Cycle Cloge Date |Ou9ﬂ hd
Total Transactions: §7,998.24 20 Final Approved Transactions:  $0.00 1]
Reallocated Transactions: $0.00 0 % Fihal Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.0% 0.0%
@ Open Account
Staternent Approval History
Approval Status  Approval Date  Approved by
Ao statedent anomual kistory exists for this sccount. i
-1 Search Criteria Retum to top

Advanced Search

Transaction Amount: Approval Status

[<==] sfeno All =]
Order Match Status
IAH =
Disputed Transactzes eallocated Transactions:

-{ | [
Display |25 A Transactions per page

Reset & Search with Defaufts
[-] Transaction List Eetumn ta top

Records 1.9 of9

Check All Shown | UncheddAll Shown

Select Status Approval Status Match Merchant City/State Amount Detall Er Purchase D i Accounting Code
(e

r Pending 0620 D624 PLATT ELEC SPPLY 0057 503646121, UT $38.20 05691
[ Pending 0620 MPAC REBATE-THANK YOU 00000, D $261.55 CR 05691
r Pending (1111} 1] MCMASTER-CARR B30-8349600, IL $38.20 05691
[ Pending D61 DOD EMALL BATLE CREEK, M| §185.00 05691
[ Pending lsfuke DD EMALL BATLE CREEK, M| $96.12 05691
r Pending 0618 0619 DOD EMALL BATLE CREEK, Ml $53.83 045691 2334000000000000
r Pending 06S 0619 DOD EMALL BATLE GREE
I © -Fending 0BT 0613  MCMASTER-GARR sanezsse0n]  YOU can approve a transaction from this
r Eending 0T 0G0 COWMGOVERNMENTING 008034234 gcreen by selecting the transaction and
() Disputed COMsteched A Exception (A¥ Reallocated () (@ Trans Detail Level CliCking the ApprOVe button.

Check All Shown | UncheddAll Shown

Records 1-0 ofQ

Mass Reallocate Match To Order

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

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

Transaction Detail S

Card Account Mumber: =555 ====5228604, DAMITA MARALDO
Role: Cardhalder

Transaction Summary

Status Match Tran Date Posting Date Merchant City/State Amount Detail €+ Purchaseld @ Accounting Code
06120 021 FLATT ELEC SPPLY 0057 5036416121, UT  $38.20 23340000000000000000[54|7777%
© picputed 0 Matehed dh Exception % Reallocated 1
summary | Matched orer | allocations | Approval Histary K
The Summary tab shows high-level transaction information
Select any tab to view additional
To approve the transaction, click "Approve” 1
Toiniliate a dispute, click the "Dispute” button. detall'
Transaction Reference Information
Date: 06202008 Billing Cycle: Cpen
Purchase ID: 05691 Posting Date: Q6£215200
Total Amount: 33.20 Reference Number: 4716300005905667
Authorization Number: 023581
Memo Post:  Yes
Extract Date(s)
f“'?j‘;_“’“ g gg Most Recent Standard Financial Extract:
reight: : General Ledger Extract:
Payment Extract:
Merchant currency
Name: PLATT ELEC SPPLY 0057 Source Currency: U.S Dollar
City/State: A036416121, T Source Currency Amt: 3820
Transaction Type: RAFT H
ot You must review and approve
MCC Description: SEZR & BUILDING each transaction separately, one
at a time.
Dispute Sales Draft Requests
Dispute information flects the last dispute filed - none
for this transaction. formation available in
Dispute Histary.
Dispute
[+] Dispute History
== Back to Transaction List %

5. To approve the transaction, click the Approve button.
6. To dispute the transaction:
a. Click the Dispute button.
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R y 4
Transaction Management ‘nm

Select a Dispute Reason
I Card Accourt Number: == ===7====5501  DAMITA MARALDO Switch Accounts |

Tran Date Statement Date Merchant Amount Reference Number

06f20/2008 06r28r2008 PLATT ELEC SPPLY 0057 38.20 4716300005905667

Select a dispute reason fram the list helow. If you need maore infarmation akout this transaction, you may
reguest a copy ofthe sales draf.

My account was charged for this transaction and...

Additional kems Required

 UpSSForized
/.1 did not authorize the charge. Print, Signature
Unrecognized
...l do not recognize the charge. Print, Signature
¢~ Merchandise Returned
...| have not received credit for the returned merchandise.
¢~ Merchandise Not Received
...I have not received the merchandise.
~
I

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

Credit Not Received
...l have not received credit toward my account. Print, Copy of Receipt

—M’Mﬁ'ﬁ;\d e i TP A S ot o e T ) B

i)

b. Select a dispute reason.

thig"account has Begn closed. This is a recidiring transaction such as a monthly service.

Transaction Posted to Closed Account

. this account has heen closed.

Defective - ShippedReturned

..the shipped merchandise | received was defective. The merchandise has been returned ta the merchant.  Print, Copy of Shipping Invoice
Defective - Shipped

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

.the merchandise | received was defective.

Other
..none of we reasans fit my need to dispute this transaction.

o T NS RS B

== Backta Transaction Detail

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

I Card Account Humber: === ==m=225509, DAMITA MARALD O Switch Accounts

Tran Date Statement Date Merchant Amount Reference Number
QE2002008 OEr2852008 PLATT ELEC SPPLY 0047 38.20 4T16300005905667
Unauthorized

Wy account was charged for this transaction and | did not authorize the charge.

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

* = reguired

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

69 =l

Continue

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

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

Ti,O / Disputed transactions display with a D icon to indicate that they were

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

Learn More. Formoreinformation on transaction management, refer to

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

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

U.S{1 jnk Access® Online

Order Myzagement
HELe il Transaction Mggggement

Travel Exp Fole: Cardhold Switeh Rol
Management I ot SlebnL ,/ M
Account Information Transaction List

Repc L Wiew, reviews, allocatelreallocate and add comments to

My Personal Information transaction infarmation.

Home
Contact Us

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

Card Account Number: ="=""==="5601 DAMITA MARALDO
Role: Cardholder

I=] Card Account Summary

Arcount Number: )/ el Outstanding Orders: $15416.53 19
Account Name: DAMITA MARALAD Unmatched Transactions: $261.55CR 1
Billing Cycle Close Date: | 064412008 = z

Tatal Transactions $6,580.82 24 Final Approved Transactions:  $0.00 a
Reallocated Transactions: $8,680.92 24 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions 100.0% 100.0%

@ Open Account

N\Approve Statement Statement Approval Histary

Approval Status Approval Date Approved by
Mo statemrent apprmval iistory exists for this sccount.

[+] Search Criteria Eetumn to top

[-] Transaction List Beturn to ton

Records 1- 24 of 24

ChedAll Shown | Unchece Al Shown

Select Status Approval Stalus Match Merchant City/State
(0] o

L2 A Date Date

- Approved [111] O&/0E 0809  PLATT ELEC SPPLY 0057 5036416121, UT
- Approved o 0B/07 0809  STEADMAN 5 REC TODELE, UT

[ Approved [111] O&I0B 0809 ATD AMERICAN CO 215-5761000, PA
[N Approved o 0BI07  0B/02  UBAIMPACTO1 OF 01 469-57 41128, TX
[ Approved (1] 0807 0608 BROMNTAPES INC DEMNVER, CO

- Approved c DEI0Z 0B0S  ANIXTER INC 800-323-8166, CA
- Approved 0518 0822  CODW'GOWERNMENT INC 800-808-4238, IL
- Approved G D419 05822  BACKFLOW PREVEMT SUFPLY  B01-3556736, UT
[l Approved o D416 0822  GRAINGER.COMS16 877-63848490, IL
- Approved o D&M 0822  GRAINGER.COM318 877-69948490, IL
- Approved [111) 04117 05M9  PACE CUSTOM CASES &BAGS  000-000-0000, UT
- Approved o 0&18 0519  WILLAGE DISTRIBUTORS 732-3642300, MJ
[l Approved [111) 0515 08M6  CODWGOWERNMENT INC 800-808-4238, IL
(] Approved o D415 05M6  YAMAS CONTROLS GROUP INC  SACRAMENTD, CA
(m] Approved o 0512 08M5  COW'GOWERNMENT INC 800-808-4238, IL
(| Approved o 05111 0515  SOURCE MAMAGEMENT INC FSI 303-9648100, CO
(m] Approved o 0411 08M5  SOURCE MANAGEMENT INC FSI 303-8648100, CO
(m| Approved o 0511 052 EZSYSTEMS 714-6624959, CA
(m] Approved o 0510 05M2  ANIXTER INC 800-323-8166, CA
(] Approved o 0&10 05111 DOD EMALL BATLE CREEK, M|
[m] Approved [111) 0a110  08M1 DOD EMALL BATLE CREEK, MI
O Approved o 0510 05111 MNOT JUST PRINTERS,INC 718-4366508, MY
[m] Approved [111) 0a10  08M1 BETTY MILLS 650-3448228, CA
(] Approved o 0509 0510  UNITED STATESWELDNG #64 8019739082, UT

Amount

$386.88
$98.00
$960.99
$638.00
$255.04
§131.42
§1,262.48
$45.90
$271.24
§1,021.00
$263.24
§138.72
$88.75
$491.61
$483.75
$52.08
$50.40
$940.00
$130.03
$139.97
$166.58
$877.50
$156.53
$1,661.75

Purchase ID

Accounting Code

05691
05691
05691
05691
05691
05691
05681
05691
05681
05691
05681
05691
05681
05691
05681
05691
05681
05691
05681
05691
05681
05691
05691
05691

CR

CR

(D) visputed D histohed Ak Exception (A% Reallacated (i) () Trans Datail Level
Check All Shown | Unchede All Shown

Records 1- 24 of 24

Match 1o Order

w

a. Select the cycle date.
b. Click the Search button.

B

5. Click the Approve Statement button.

Select the closed cycle that you want to approve the statement for:

Check that you have approved each individual transaction.
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Transaction Management
Card Account Statement Confirmation

| cedify that, excepnt as may be noted herein or pA4 supporting documents, the purchases and amaunts listed
on this account statement: (13 Are correct and required to fulfill mission requirements of my arganization. (2
Do not exceed spending limits approved by the Resource Manager. (30 Are not for my personal use or the
personal use of the receiving individual. (43 Are not iterns that have heen specifically prohibited by statute, by
regulation, by cantract, ar by my arganization. (5) Have not been split into smaller segments to avoid dollar
limitations. All purchase card transactions are subject to review to identify instances of potential fraud, waste
andfar abuse.

Read the approval text.

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

accounts.
Transaction Management
Card Account Summary with Transaction List
Card Account Number; FFFFrsssssss 5691, DAMITA MARALDDO

Role: Cardholder Switch Role

B Trans List

i ] The action was successfully completed.

[-] Card Account Summary

Account Mumber; ® ..5691 Dutstanding Qrders: $18,020.24 24
Account Mame: DoAmITA maRALDD Unmatched Transactions: $25980.25 61
Billing Cycle Close Date: I 05/08/2008 'I | Search _

Total Transactions: $8,589.52 24 Final Approved Transactions;  $0.00 1]
Reallocated Transactions: F0.00 a % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.0% 0.0%

@ Open Account

Statement Approval History
Show all

Approval Status Approval Date Approved by

Approved 0amarzong ACPOD4 chlpurchase
[+] Search Criteria Feturn to top
[-] Transaction List Return to top

Records 1 - 24 of 24

Ched Al Shown | Unchedo®ll Shown

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

@ O 4 pate Date

st e [JBIE BEIAG ARSI ERES SRR Y QAT e A0 3EAT B 2L UT L B3RE6.88
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Run a Report

Army Cardholder User Guide

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

U.S. Bank Access® Online

Reporting

Program Management
General program management g
campany palicy compliance.

gz s and manitar

Financial Management

allocations.

Home
Contact Us

Maonitar expenditures, track variances and manage account

* Log Out

Travel Expense Management
Detailed and summary travel expense information.

To run a report:

1. Select the Reporting high-level task.

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

Financial Management

Billed Transaction Analysis with Order Detail
Detailed and summary hilled transaction infarmation,
regarding the results of order and transaction matching.

Full Transaction and Order Dietail
Full expenditure detail, including transaction, line item, order,
account allacation, and tax estimation infarmatian.

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

il
* Log Qut

Tranzaction Detail

Detailed transaction data including merchant detail,
allocation (accounting code) information, and transaction log
data.

Qrder Detail
Qrder detail information.

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

link.
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Transaction Detail

By dataull this report wil rgtum all retuss

rewlts, entsr speciic criteviain bl

540043003 with Btk fiolds, uniass otherwise noted. T il

* = requeed

Date

& el Clone Date Range: © CalendarMontn Range: T PosteaCgff Range: ™ Transaction Dats Hange;

™ Enable Cyzle Day
BegnMontn BegnDw Heginvest - EndMonty  EADD £ vear
[rug = 5] [ =] Mg ¥ -i [0 =

Transactions Included

Transachon Status.

& Feviewed Slatas:

' Agzeoval Staw
Ao dowe e U1 iy b s muibple Selechons

[Funding Aaproval
]
al Appmend

Hsputnd
Al =

Trangatinn Amnunt

o= s
Pogteg Tips
Al =
Fiments.

F Exthute  © Intlude
Fass:
& Exiugs T Inelyds

Aaditonal derall

™ tisglay Transaction Commants [ Display Allncation Detad

Marchants

o Michae Catagory Code Oroup
s i the Cl ity ba misks mUMEIE SelBEions

by a comma and no spaces

o e defaull of “all* evbor & MG or searh Sepamtn mulnin MG

0 Mprchast Names:
T it e sesuite from o dafaull of“air erisér 3 il or paal “baging wis merchant rame snd 30 il 1 i st

Select By

Too et el 1 SUBS Tram I dodau o7 a0,
AUcountFg code name (4l &ast 1 charat
& Acaurling Cotls

£l

Financial Management m

RIREL AN 68 T SN &N EA58 3 Tl OF ESFA1 DAGING WER" Atcoumnng COg8 or ANBmAls

T AMlemals Ascountng Code Name

Sort Report By

[Aczaunt Hame s Data ] [Hnson x| [masan
= pstunding Ondsr & ] L 3 Ord = Agtending Order
" Distanding Order Desconding Ordor € Dmacending Guder  Dinstendng Grder

Report Dutput
FOF =

Output Faramater Fage Plarament
Beleclion defines the lucatun of the Parameter Page detils on e nepord sulpul.
Eni -

Group Repert By
Actount Humber,
A7 VE005I0SEY1

Breakisubtotal Level

- Ko DreakiSublotel - ‘I

Page Oreak
vei & Na

Neote: Fage Fiaak 15 anpiicable ond ifa FraakiSubiotl Level (5 chossn

. Specify a date range.

Army Cardholder User Guide

. Select which additional detail to include in your report.

4
5. Specify transactions to include in your report.
6
7

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

8. Select the report’s output.
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Financial Management
Transaction Detail

results, enter specific critetia in blank fields

*= required

By defaultthis repart will return all results associated with blank fields, unless atherwise nated. To limit

Date

[~ Enable Cycle Day
Begin Month  Begin Day  Begin Year

[wey =] [ =] 208 =]

End Month  End Day

® Twey = [ =

End Year

w08 =

© Cyrle Gloge Date Range: ¢ Calendar Month Range: ' Posting Date Range:  # Transaction Date Range:

Transactions Included
Transaction Status:
¢ Reviewed Status

Al -

& Approval Status:
Hold down the Ctrl Key ta make multiple selections

Pending Approval
Approved
Final Approved

Disputed

All 2
Transaction Amount
<or= | g[100
Posting Type

All hd
Paynents:

© Baelude © Include
Fees

© Exlude 7 Include

Additional detail

[ Display Transaction Comments [ Display Allocation Detail

Merchants

& Merchant Cateqory Gode Group,
Huld down the il key to make multiple selections

BUILDING SERWIC ;I

¢ Merchant Category Codes:

¢ Merchant Names:

Search for Codes

To limitthe results from the default of"all" enter a MCG or search. Separate multiple MCGs by a comma and no spaces

To limitthe results from the default of "all" enter a full or partial "begins with" merchant name and add it to the list

Select By

accounting code name (ateast 3 characters)

To limit the results fram the default of "all,” select one of the following and enter a full or partial "begins with” aceounting code or alternate

Army Cardholder User Guide

& Accounting Code

' Alternate Accounting Code Name *

Sort Report By

[Trans Date =] [Trans Amount

=] [nosort

# Ascending Order
© Descending Order

# ascending Order
© Descending Order

© Ascending Order
# Descending Order

~| [Nosort

& pscending Order
' Descending Order

Report Output
PDF 2
Output Parameter Page Placement

Selection defines the |ocation of the Parameter Page details on the report output

End B

Group Report By
Account Number:
4716300005905691

Break/Subtotal Level

- No Break/Sublotal - [

Page Break:
€ Yes & no

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

m

== Backto Financial Management

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

Posiing MOCG Merchant Caiegpry Merchant Merchant Taxpayer ID Trans
Trans Date Daie Code MCC Desexipton Mame State  Nunber (TIN} Amwount
Name: DAMITA MARALDD Account Nunber: ##:k000500562]1 Optional 1: 3rd Line Enhossing:  LosifSiok mi: Bepl A ik

0502008 OS0S/2008 15 3085 WHOLESALEELEC ANLZTER IHC Ch 510681454 (13143
PARTS

Allor Accig Code Amik: ($13143)  Alloe Acctg Code Vahue: 4716304556808120 70

Allocation Source: Allocation Last Changed By

Q502008 030902008 137 5581 EECREATIONAL & STEADMAN S REC uT 9200
UTILITY TR

Alloc Accig Code Ami: $58.00  Allec Arcig Code Values 4716704556506120 70

Allncation Source: Allocation Last Changed By:

0502008 051272008 343 STATIONERY OFFICEMAY CTHINA?37343 iy BAMTIER S350
STORESUPFLIES

Alloe Arcig Code Ani: $o8.62  Allec Accig Code Vahue 4716304556506120 10

Alocation Sourcer  Allocation Last Changed Bys

051462008 051502008 573 COMPUTER SOFTWARE  HEWEGG COMPUTEERS Ch S63328437 859
STORES

Allor Accig Code Amik: $68596  Alloc Acctg Code Valhue: 47152043566061 20 10

Allocation Source: Allocation Last Changed By

051472008 01672008 145 393 CTHER DIRECT HAGEMEYERNA CBG2 SC 391308122 4580
MAREETER

Alloc Accig Code Ami: $45.60  Alloc Accig Code Values 4716704556606120 70

Allncation Source: Allocation Last Changed By:

05122008 052002008 142 %6t CATALOG MERCHANT  BLE*BCH CORP P 752110857 T2z

Alloe Arcig Code Ani: $7272  Alloc Arcig Code Vahue 4716045565061 20 10

Alocation Source Allocation Last Changed By:

O EX2008  ONZ32008 148 4215 COMPUTER WALMART COM *INTERNET O AR T41583240 (11.54)
NETWORIINFORMATIO
Ns

Allor Accig Code Amik: ($11.94)  Alloe Acctg Code Value:4 71830 556606120 10

Allocation Source:  Allocation Last Changed By:

ACMED41]|
Eeport Da
Posting,
Tipe Purchaze ID Trane Status Dispuied

Click any hyperlink to
view associated
detail information.

Memo 05821

Mermo 0581 Final Approved N
Mero 05821 Final Appacved M
Memc 05821 Final Appaowved ¥
Mermo 0581 Final Approved N
Mero 05521 Final Approved M

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

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

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

login

ased Training Go to Accessible WBT |

Lesson and Certification Login

Lesson Only Login

ter the WEBT n

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

registration / login

chrigsmithi@army.mil

AR

an:
Fhiladelphia

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

48



guided and hands-d
plus recorded traini

Click the Simulatiors link for
n simulations,
ng classes.

Army Cardholder User Guide

Training

| Infarmation

( Announcements
Mo upda od!

~phline Web- Access Online User Guides

Click a link

Lesson User Guides

To learn how to use this training, click the
How to use WBT link ahove. The
lessans in the lesson menu carrespond
ta the lessons you selected on the
previous screen

Other Documents
Ta begin a lessan right away, click the
lesson number

2006 ClO Magazine's Enterprise
Value Award Winner

14th Annual

CIO Enterprise

U5, Bank's Access Onling system

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

Other Documents

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

Access Online User Guides

Click a link below to download a wiewahble, pr

Quick References

You also have access to quick references, which provide a fast reminder of how to
complete a specific task.
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Access Online Simulations
Click a link below to ac a hands-on simulation.

Simulations

Simulation
Simulati

Simulatior
S E

Simulation 10

Cirmnlati;om 14 -

Be sure to click the Simulations link on the WBT to access and use the guided and
hands-on simulations. These interactive simulations let you get a chance to actually
practice completing key tasks

Access Online Simulations
Click a link below to ac a hands-on simulation.

QI AL T 1dld LU mdidyeiniesiiLr - agidaeLu
Simulatior datch in Tr ion Manadement - Hands-on

Recorded Classes

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