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lcons

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

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

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

Web Addresses

Live System

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

https://access.usbank.com

Web-based Training

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

https://wbt.access.usbank.com



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

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

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

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

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

Confirm and Pay Model

Cardholder creates order.

Transactions post in Access Online

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

Cycle Close

Cardholder approves his/her
statement.

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

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

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

Billing official certifies the
managing account statement,
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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 ULS. Bancorp

U.S. Bank Access”Online

Welcome to Access Online!
Contact Us

Login Flease enter the information below and login to begin

You must fill
in all three
fields.

Crganization Short Name:

User ID:

Password:

After two failed login attempts, click the
Forgot Your Password link and then

answer your authentication question to
reset your password and log in.

Foroot your password?

Redister Online

Website/Browser Reguirements

To log in:

1. Type your organization short name ARMY) in the Organization Short Name
field. The organization short name is a code that identifies your organization in
Access Online.

2. Type your user ID in the User ID field.
3. Type your password in the Password field.
4. Click the Login button. The Access Online Client Home page displays.

Tip ! For security reasons, if you do not perform any task in Access Online for 15

minutes, the system will log you out of your session automatically. Also, you must
change your password every 60 days. Your password must be 8-20 alpha/numeric
characters, and must contain at least one letter and one number. You cannot reuse
a password for 12 months. If you forget your password, you can still log in to Access
Online using your authentication. Your authentication is an answer to a question
that only you know, such as your father’s middle name or your mother’s maiden
name.



Army Billing Official User Guide

romert |

@Ebank,,

U.S. Bank Access”Online

Order Manag

Message from U.S. Bank

. Welcome!
it Information
Data Exchange You are viewing Access Online, the latest innovation in our complete set of commercial card tools. Access
Reporti Online is aweb-enahled program management and reporting tool offering a feature-rich platform that can be

My Personal Information easily configured and deployed to meet the unigue needs of our clients. Our clients have the abilityto
implamentthe features and functionality that best support andfor enhance their business processes.

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

Home
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

Personal | Business | Institutio mert | About U.S. Bancorp
U.S. Bank Access® Online ,
Message from U.S. Bank * Log Out .

Welcome!

You are viewing Access Online, the latest innovation in our complete set of commercial card tools. Access
gnline is aweh-enabled program management and reporting tool offering a feature-rich platform that can be
My Personal Information > gufigured and deploved to meetthe unigue needs of our clients. Our clients have the ability to

i gatures and functionality that best support andior enhance their husiness [ocesses

ACCasa ol yar ofthe lntarnatwithin s cacurad sevicnnrment bringing our

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

Check your Client Home page
often for U.S. Bank and agency-
specific notices.

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

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

e Messages—Provides important notices

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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US Bank ||nk5 Personal | B ment | Abou

@Ebank,,

U.S. Bank Access”Online

Order Management

bl My Personal Information
: Change Password & Authentication

[ bser 10: patbilling

Logout button

A Required field has been left blank. Please complete.

Organization Short Name::  spuy
Functional Entitlement Group: i) | |G OFFICIAL

Error messages

*= required
Change Password

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

Passwaord: ™

Left-Column
Navigation Bar
with menu
expanded.

oy Pagsword: ™

r New Passwaord: ™

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

Authentication Question:
IPet's Mame 'I

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—mDisplays 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
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My Personal Information

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

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

U.S. Bank Access® Online ,

My Persordformation
[ User in: patbiligl

Password
i / Change your system password and create or modify an authentication response that will
Info lon be used when resetting a password.

Order Management

Account Information
Data Exchange 1

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

Contact Information
Update your user ID cantact infarmation {name, address, phone no., ete.).

< Email Motification

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

Home
Contact Us

< Add Accounts

Manage Accounting Code Favorites
Add favorites, enahble 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

I User 10: patadmin

Organization Short Name: ARMY
Functional Entitlement Group: BILLING OFFICIAL

* = required
Change Password

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

Current Password: *
Enter New Passward: *

Re-enter Mew Pasgword: *

Authentication
Please select an authentication question and enter a respanse thatwill be easy to remember. This
information will be used in the event thaj Norget your password.

Authentication Question:
I Pet's Marme 'l

Authentication Responge: *
teacups

R save 3

== Backto Persanal Information

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

My Personal Information

I Uszer 10: paZform

Password
Change your system pg/~®d and create or modify an authentication response that will
he used when resetti/ a password.

Contact Information
Update vour user ID contactinformation {name, address, phone no,, etc.).
o Email Motification

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

< Add Accounts

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

3. To update your contact information:

a. Click the Contact Information link.

10
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My Personal Information
cnange Your Contact Information

I User I0: paladmin

Organization Short Name: ARMY
Functional Entitlement Group: B|LLING OFF|CIAL

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

*= raguirad

First Mame™ Last MName™ Ml
|Jane Doe 0

Address 1:* Address 2

|EDEI Chestnut Streest ISuite 1776

ity * State/Province: * ZipiPostal Code: ™

[Philadelphia |Pa =] [19108 \

Cauntry Required fields have
|Umted States 'I red asterisks.

Phone Mumber® Fax Mumber:

5129730000

Ermail Address: ™

Ijanedue@army.mil

Other:

== Backto Personal Informatian

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

11




Army Billing Official User Guide

My Personal Information

I Uszer 10: paZform

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

Contact Information

Update vour user ID contyAt information (name, address, phone no,, etc.).

o Email Motificatfan

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 favarites to he selected when reallocating and managing
allacations, and delete existing favarites.

4. To update your e-mail notification:

a. Click the Email Notification link.

My Personal Information
Email Notification

[ User iD: paztem |

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

Emnail Address: ™
I.Jusesanchez@army.mll

Email Notification

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.

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

guceessiul Download
Unsuccessful Download

" Action Pending Travel Expense Report
& Daily
 Weekly e

™ Send natification only when tis cending a travel expense repon

Statement Notificatip

Select accounts bel email notification when a statementis availahle in Access Online.

Accounts ag@PBeny directly to this user id:

Status Account Number Account Name Account Type

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

Remove Ac er Account Name Account Type

== Backio Personal Information

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

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

12
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My Personal Information

I Uszer 10: paZform

Password
he usedwhen resetting a passward.

Contact Information
Update your user 1D g

information {name, address, phone no., etc.).

o Email Motific g2

Account Acless

access.

< Add Accounts

Manage Accounting Code Favorites

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

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

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

5. To change account access:

a. Click the Account Access link.

My Personal Information

View Account Access

[ User i0: patbitiing

Organization Short Name:. ARMY /
Functional Entitlernent Group: BILLING OFFICIAL

Add Accounts

Product Description Account Number

Hierarchy

Processing Hierarchy

Bank.Agent.Company.Div.Dept Hierarchy Lewvel

3058.0066.11791

3058.0066.117490 @
== Backto Persuna(fnrmatiun

Campany
Campany

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

Designated User User ID

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

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

to add accounts.

d. Review your processing and reporting hierarchy positions.

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

and/or adding accounts.

13
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My Personal Information

I User 10: pa3farm

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

Contact Information
Lpdate vour user ID contact information {name, address, phane no., etc.).

o Email Motific ation

Account Access
Wiew access rights and user specific information, such asaccounts and hisrarchy loyol

e Click here to go directly to the
o Add Accounts g
screen for adding accounts.

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

14
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View an Account Profile

You can easily view a cardholder, managing, or diversion account profile. The
account profile reflects the information your A/OPC and/or Resource Manager
specified during the account’s setup. Your cardholders can view their own account
profiles, as well as the profile of any other account they have access to. In our
example, we will cover viewing a cardholder account profile. The steps for viewing a
managing or diversion account profile are the same.

U.S. Bank Access” Online

Order Managemenn

Account Information * Log Out

I Card Accourt Number: "Frmersseses 5709, DOUGLAS JOHNSON Switch Accounts

Statement

WView account statementis).

Reporting = Cardhaolder Account Statement

My Personal Information = Managing Account Staternent
= Diversion Account Statermeg

Account Profile

Wiew account demograg/ics, limits, accounting code, and ather related information.

Home
Contact Us

= Cardholder Account Profile
= Manading Account Profile
= Diversion Account Profile

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

15
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Cardholder Account Profile
Account Summary

I Card Accourt Mumber: "reeesss====5583 ROSEANMNE BUTLER Switch Accounts

Select an item below to view iC@Ptents. You can also Yiew a Managing Account

Demographic Infarmatiors
Yiew account name, address, and contact
information.

Authorization Limits
View guthorization limit information such as Credit

AccountInformation Lirmit, Single Purchage Limit, and Available Credit

Yiew other account information such as Account

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

Wiew the account 12-maonth history, 7-year histary

Default Accounting Code analysis, and f-year history.

Yiew the default accounting code assigned to the
account.

Account History

Request Type Update Method Last Updated
Setup mManual 0a/052006 21:07:13
Maintenance  hanual 0552006 21:07:13

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

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

16
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Cardholder Account Profile
Demographic Information

I Card Accourt Humber: FF#FR"5=====5803, ROSEANNE BUTLER Swiitch Accounts
Name

Name: ROSEAMME BUTLER

Date of Birth:

Identification Number:

Tax Exempt Number:

Optional 1:

Third Line Embossing:

Address

Address 1. 200 S0UTH 6TH STREET STE 200
Address 2; EP-MM-LZEC TRAIMIMG

City: MIMNMEAPOLIS MM 554021403

State/Province: MM
Zip/Postal Code: 55402-1403
Country: United States
Contact Information

Work Phone: B12-973-0000

Home Phone:
Alternate Phone: 000000000000000000
Fax: 9395999999

Email Address: RBUTLER@ARNMY MIL

Demographics Comments:

== Backto Cardholder Account Summary

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

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

17
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Cardholder Account Profile
Account Infermation

I Card Account Number; seessssseemmggas, ROSEANNE BUTLER Switch Accounts

Account Status: " " -OFEMN

Hierarchy Position

Bank Agent Company Division Department
3058 0066 117490 Qoooo  Qooo

Organization Name
ACASOUTH

Account Information

Managing Account: 47163045566061 20
Cycle Day: 19
Expiration Date: 1053152011
Open Date: 1072152005
Temp Auth Start Date:

Temp Auth End Date:

Needs Activation? by

Current Balance: 0.00

Past Due Balance: 0.00
Plastic: I

Checks: M

Checks Valid Dollar Amount:

Telecom: M

Telecom Status:

Payment Method Code:

Payment Method Description: =Mone=

Reporting Level

11790 00000 00000 00000 00000 0oodo  odoado

Account Information Comments:

== Backto Cardholder Account Surmmany

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

18
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Cardholder Account Profile

Default Accounting Code

I Card Account Number: mrmerssees, 5633, ROSEANNE BUTLER Switch Accounts |

Default Accounting Code

Segment Name (L
APPROPRIATION (200 ( A UIC (G PE ] 0] MFP {2}
23340000000000000000 11 4544 AFPC3I3 TYTIITIYTYTY  go@ggesss 23

44444444 4 122348 2 333

Default Accounting Code Comments:
UPDATED DAC WITH MNEW UIC YALUE.

== Backto Cardholder Account Summary

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

19
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Cardholder Account Profile
Authorization Limits
I Card Accourt Humber; FFFFFFrsszzs 5683, ROSEANNE BUTLER Swiitch Accounts
Authorization Limits
Credit Limit: 1,500.00
Single Purchase Limit: 0.00
% Cash: i}
Available Credit: 1,500.00
Fiscal First Month: 1
Standard Velocity Limits
Limit Total
Daily Dollar: 0.00 0.oo
Daily Transaction: 1] a
Cycle Dollar: 0.00 0.oo
Cycle Transaction: 1] a
Monthly Dollar: 0.on n.on
Monthly Transaction: 1] a
CQuarterly Dollar: 0.00 0.oo
Quarterly Transaction: 0 0
Yearly Dollar: 0.00 0.oo
Yearly Transaction: ] ]
Custom Velocity Limits
Limit Total
Other Dollar: 0.00 0.00
Other Transaction: 0 i}
Refresh From Date:
Refresh To Date:
Days in Refresh Cycle:
Refer To Managing Account
Merchant Authorization
Controls: Y
Refer To Managing Account
Velocity Limits: Y
Refer To Managing Account
Single Purchase Limit: Y
Merchant Authorization Controls
Control Authorization Action Single Purchase Limit  Type Action
MCCGT11A  Apprave Custom  Wiew Details
MCCG111 Apprave Custom Wiew Details
MCCGEIZ2T Approve Customn  Wiew Details
Authorization Limits Comments:
== Backto Cardholder Account Summary

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

20
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The 12 Month History tab contains financial
Cardholder Account Profile | history data for the past 12 months.
Finanecial History /
I Card Account Number: "“"“"""“"SBW Switch Accounts
12 Month Histary Istary Analysis | 7 Year History
The 12 Month History includes accumulated account information for 12 previous billing cycles. Each page
includes four billing cycles of history.
Page: 1|23
Current 07/M0/2008 06/10/2008 05/10/2008 04/10/2008
Mumber of Payments 1] 0 1] 1] i}
Total Payments §0.00 $0.00 $0.00 $0.00 $0.00
(Last Payment: 00/00/00)
Minirmurm Payment §0.00 $0.00 §0.00 $0.00 F0.00
Mumber of Purchases 1] 0 2 1] i}
Total Purchases §0.00 §0.00 §0.00 §0.00 $0.00
(Last Purchase: D5/29/08)
Murmber of Cash Advances a 1] a a a
Total Cash Advances §0.00 000 §0.00 §0.00 F0.00
{Last Cash Advance: QOO0/00)
Number of Credits a 0 a a i}
Total Credits §0.00 000 §0.00 f0.00 §0.00
{Last Credit: 05i29/08)
Mumber of Misc Charges i 0 i i i}
Total Misc Charges §0.00 $0.00 §0.00 $0.00 F0.00
Insurance fees §0.00 F0.00 §0.00 §0.00 §0.00
Late Charges §0.00 $0.00 §0.00 §0.00 $0.00
Overlimit Fees §0.00 000 §0.00 §0.00 F0.00
Purchase Finance Charges §0.00 F0.00 §0.00 §0.00 §0.00
Cash Advance Finance Charges §0.00 $0.00 §0.00 §0.00 F0.00
Credit Limit §1,500.00 $1,500.00  §1,500.00  §1,500.00  %1,500.00
Balance §0.00 000 §0.00 §0.00 F0.00
Outstanding Purchase Balance §0.00 F0.00 §0.00 §0.00 §0.00
Outstanding Cash Balance §0.00 0000 §0.00 §0.00 F0.00
Outstanding Misc Charges §0.00 F0.00 §0.00 §0.00 §0.00
Cutstanding Purchase Finance
Charges §0.00 000 §0.00 §0.00 g0.00
Outstanding Cash Adv Finance
Chatges §0.00 $0.00 §0.00 §0.00 $0.00
Past Due §0.00 000 §0.00 §0.00 g0.00
Avg Daily Bal - Purchases $0.00 §0.00 §0.00 F0.00
Avg Daily Bal - Cash Adv 000 §0.00 §0.00 g0.00
Avg Daily Bal - Purchases and Cash £0.00 $0.00 $0.00 $0.00
Ady
Page: 1123
== Backto Cardholder Account Surnmary

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

21
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Cardholder Account Profile
Financial History

I Card Accourt Number:  #ors=s===m5523, ROSEANNE BUTLER Switch Accounts

12 Month History | 7 “ear History &nalysis r 7 ear History |

The T Year Histary Analysis is divided into 12 billing-cycle periods beginning with the most recent period

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

== Backto Cardholder Accaunt Summary

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

Cardholder Account Profile ﬁﬂ

Financial History

I Card Account Number: mw=memmmnggoz ROSEANME BUTLER Swiitch Accounts

12 Morth History r T Year History &Analysis r T ear History

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

07/08 06/08 05/08 04/08 03/08 02/08 01/08 12/07 1107 1007 09/07 08/07

Billed hd hd hd hd hd hd hd hd hd hd hd hd
Statement Generated M Y M M Y M M M Y M M M
Overlimit M M M M M M M M M M M M
PastDue 01-30 Days M M M M M M M M M M M M
PastDue 31-60 Days M M M M M M M M M M M M
Past Due 61-90 Days M M M M M M M M M M M M
PastDue = 91 Days ¥l ¥l ¥l ¥l ¥l ¥l ¥l ¥l ¥l ¥l ¥l ¥l
MNSF Check M M M M M M M M M M M M
Small Balance Written Off N M M M M M M M M M M M
Furchases M M M M M M M M M M M M

M M M M M M M

=
=
=
=
=

Cash Advances

=2 Back to Cardhalder Account Sumrmary

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

Tip /If you are viewing a managing account, then you can also view the extract
flag and router) information.

22
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Perform Order Management
Tasks for the Cardholder

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

Create a Manual Order

Data Exchange = Create Mew Order Fecord

Reporting

N T LM Match Multiple Orders to Transactions

Home
Contact Us

Order Management

Order Maintenance
Wiew, create, maintain, delete R
records.

7t suspend order

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

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

23
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Order Maintenance
Craate Order

Required fields red asterisks.

e this

v o ki & Codo tiat iy b avalbable for aulomnatic sedior msnual malehies 1o bansscions

"= rauned
Ladapee A Lam i (s

i1 infarmation Eabw i | G

Geonesal

CorgolMumbor,” [D0T4302058 Do Crvaiun Date fan ezt

Open Baurce ook Uear I
Fusiness Linit Iwaice & Document #
Reguesios Hama: = Tranganon Netd Code =] Famorizaten tuer

Fianclis

I crest aner
At * | ] Tas Amount [ o Freigmsment | ]
soi TR H b [T DO R

Ui Rugured [he =1 Coriracs Payment Mimod. [ =] mstobanes Aot [
corangancy Puchases [ =]

Morchuanl

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

organization and may look slightly
different.

wamer [

e [ s [ 5] mostcess [

St To

ca [ ow = Paslal Coca ]

Durthnation Code [ Hammoussatenss  [re = OCONUS ShemaniMemet [ =]
 — wopae [ Mechansstesdpatn [

Adeitmonal Infosmation

MO Resard PHO Ressrad T Shiteing Datu [
Oter it

1= Lina ftems Estunatea | dulu

The Ling Bom taction provides 3 detaiad tamizaton of e satal

1= Etvemien | oie ke

The SeA0n dispddys GR0cabens Tl wil Be appid 1o M antscaunts) when matthid
You can slipcaie amoonts by dollar amound o garcentape Tre Lnallorated Aot mest aqua 2o §
Deégm saving To akncaln in adFnnal scounang codes, clizk T "And butan

——
" - Favarie

PLC {2 ORG () MIP WOH {5 R SC Cl 3 2 5 N0 WS 0E) T VS )

s a0 e, e A~ Bt 30 sy BNt

Sor All 10 Dafault Accovnnng Code
I [ 1 wnotenal mscatiogs)

Sl Fows micked for renoval ane oo b T Unblioc e Amoun vikse

-1 Comments_ Exben bs bor | Is Bara
T GOMMOnEs S4cion Breiss usar-cefinad S amals) Tiat can be used for comments
Mincotianmon Cormpments P por PRIO

F- | =
ol 7 Aambariramiona Decluad Comigencies
USAFLevwd 3 Reserved

X
1= Match Telerance Extur In 431 | D10 5
Thes sadee & cumpnaly not malthod b ¢

Tranzactons 136 and the click M <Match 1o Transacions= nk.

By Aot
 Ligs nigasization detault nn eheskdar iniaranes|

I moans Syston wil Use 261 34 a Bierants amaurs

L anyvaranca lowes

By Percest
€ Liye weganization etaul (no ehisk ar loarance)
b5 gabCifl tolerance: 0% P mians syt wil Ube 260 05 e 1RSSR IO

kg far delerance amaunl, ko vacance #lowed

et Thas et wit ks B mos

srirggant laranes wslus absn Amenl and Paresnl

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

Create Order

Client Relationship: U
Card Account Number

Switch Relationships
Switch Accounts

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

Lge this form to create an Order that may he availabl

*=required

Collapse All

=] Information san to top | Goto Save
General

a7z,
JDOE2S Usger|D: W
. I— Document #: l—
Transaction Method Code: l—;l Autharization Number: l—

Control Nurmber: ™ |0074302834 Dt Creation Date: 0941752008

Status:

Business Unit:

Reguestor Mame: *

Financials

\.' Credit Order

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

Saurce Currency: |U.S. Daollar j Source Currency Amoaunt: I— Froperty Boak: Mo -

LD Required: Mo - Caontract Payment Method: Iﬁ Miscellaneous Amaunt: I_ |
Contingency Purchases l—_;l

Merchant

b A A R e NV it £ e An s

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

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

Type the order amount.

Complete any other order information fields, as needed.
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» S et T TR N i Pt T e masin el S
Contingency Operations: I Wﬁ%

Merchant

Marme: * I /

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

Ship To

City: Fostal Code: I

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

Additional Information

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

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

Destination Code:

The Line ltems =section provides a detailed itemization of the total.

Sidinte i ey - —T— i F e e WP Vi VBl WY

8. Type a merchant name.
9. Specify any other required or optional fields, as needed.

WW S N NN e iRt T e e
[ Line Items Beturn to top | Goto Save

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

Remove Product Cop = n Description Oty Unit of Measure Unit Cost Line ltem Total % of Amount
o Line fems havefeen defined forthis Omler. Click *Add* o add Nime items.

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

-] Allocations

This section displays allocations that will he applied to the transaction(s) when matched.
B e T it ISRV R UL L S R P S gy

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

prmmr T T = T T e e TR A g e e e o e e e pom e W ™ e peeiinrem
Other Data: I
[-] Line Items Eeturn to top | Go to Save

The Line tems section provides a detailed itemization ofg

Show/Hide Table Details
Product Code

Unit of Measure  Unit Cost % of Amount

Item Descpgtio Line ltem Total

ro| |Copy Machine | 1[Each = 1000 | 1000.00] 5000 %

Remove

| |Paper | 100[Ream = 10 | 1000.00] 50.00
Check All Shown | UncheddAll Shown Tax I 0.00 I 0.00 o
Freight: | 0.00 | 0.00 g,
ml 1 Line lterms

Total | 200000 [ 10000+
Amount Remaining: I 0.00 I 0.00 o

[+1 Allocatio Eeturn to top | Go to Save

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

T e o e VP -1 LY o et 1111l plR il B
[-] Allocations Return to top | Go fo Save

This section displays allocations associated to the order thatwill be applied to the transaction(s) when
maiched

“ou can allocate amounts by dollar amount or percertage. The Unallocated Armount rust equal zero (0)
before the order can be saved. To allocate to additional accounting codes, click the "Add” buttan.

Allocate by Line lterm

*= required
Remove  Allocation 4 Prepopulated Accounting Code Selection
Total ) Current Name  Change to: APPROPRIATION (20) DAC (2)
I | 100007 o[ 50.00% |Ofice Supplies [--Change Current value- =l [54540000000000000004 - 6
IR | 10000 or| 50.009 | Utities |--Change Current value-- =l |54540000000000000004 + [
el G [ oma

Chedk All Shown | Uncheck All Shawn

Set All to Default Accounting Code Reset All Allocations

ml 1 additional Allocation(s) i R

Click this button to set the order
Mote: Rows marked for remowal are added to the Unallocated Amount value P

to the cardholder’s default

[ Comments =1 accounting code.

The Comments section provides user-defined test area(s) that can be used for comments associ
o Ao Vi AR e

11. You should not usually have to assign an allocation to an order. However, if you
do, the allocation fields will be active. Type the number of allocations to add,
click the Add button, and then specify the allocation detail. Be sure to allocate
100 percent of the order.
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[ WS M e A P St et e Y W e T A v i

[+] Allocations Eeturn to top | So to Save
[-] Comments Return to top | Go to Save

Reserved for PMO

The Comments section provideggmer-defined text areals) that can he used for comments.
Miscellaneous Comments /‘ !

7 -

The comment field names are
custom to your organization.

Lewvel 2 Authorizations Declared Contigencies

USAF Level 3 Reserved

[-] Match Telerance Feturn to top | @o to Save

Thiz order iz currently not matched to any transactions, To match itto transaction(s), click the Matched
L R e T-T I AP T P

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

Ltz this form by create an Order that may be available for automatc andlor manual metkches fo ansactions:

* 2 required
EmsngAl Cotapse . g Grdsr
1= Intormation Futhus b b § e e B
Goneral
Control Murbes, * EU] 4302834 Date. ™ 0591 772008 Creaton Date: 081772008
Statuz Open Soures: s useriD: Jdoeds
pusmussunt | Imvoice B Dot &
Reawostor oy * [Jan Dge Transaction MeTod Code 5] autharmation Mumber
Financias

[T Erads Onzer

2000.00
.5 Dallar 'I
Conngency Puscnases | =]

Marchant

Nam: * |Copy Max

Arnaunt.* Tax Asncaint

000 Fresght Amount [ [
Sourcs Curtenty Amount Property Dok He
Contract Paymont wemog. [g = Miscellaneows amount [

Source Curency:

[

City. Stabe. Ed Pogtal Code,
Ship Te
Ciy: J Bl = Fostal Code:

Destination Code. Hazandous Materals.
Worchandise Rocamd Date [

Additisnal information
BN Resonmd | FMO Rosened 2 [

My "I QCONUS Shipment Method x
Marchandise Dub Dase Marchandisn Nbad Date

Shipging Data: |

Omer Data:

i1 Line tems Eshee le bop | Ee te By

Thie Line itams section prowdes & detailed itemization of the total

Shemhinty Tobte Dubily

L Hirs [scription o o8t Lino e Folal of Ao
[Copy Maching | 1[Fach = 1640 100023 | £0.00
[Papear | 100 [Fwam = w [ Teonoef S0.00 )
Sha il Shpes | Unpbage Aiz 56 gwn Tax 0.09 000 s

«n ¥ Line sems

Freight [T 000 %

Totat: 2000.090 100,00 5
Amount Remeaining [ LEUEY

1+ Allacations FABIS 1508 1 B34 kv

e R

Tha Commants SActon provides usesdefined e a7as(s) mat can be LRad for commants

onmiments Reserved for PMO

B

w2 Athorizations: Deciared Commigencies

ISAE Linel 3 Heserved
1-] Match Telsranca el to b | G0tk S
Thits order s ¥ hoed to amy b To match & b bransech lick the Matchud

Transachans 1ak and than click the <Mash 1o Transacions> link
By Amout
£ Use orgarizabion defsull ino check fur bolesance)
 Use speclc folerante. U £ muans system vl use 2ero o e Wolemance smounty
o ©heck required fur toderamce amount, aryvatisnce sliowed
By Percent
" Use orpanization dedaull {no chek for inigeance)

1% (0" means syztem wil use 2800 3 the tolerance amoung
) amours, any variante abowad

% Use specic soleray

0 batwaan Amount and Parcent

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

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

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

* Log Out

Order Managernient

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

: records.
Information

Data Exchange

Reporting

My Personal Information Match Muitiple Orders to Transactions
Manually match an unfulfilled arder to unmatched

transaction(s).

= Create Mew Order Record

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

2. Click the Order Maintenance link.
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Vi
Order Management

Search Order List

Card Account Number, 52, ROSEANNE BUTLER Switch Accounts

[-1 Search Criteria Betum to fop

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

Order Number: Merchant Name:
[aaciea

Order Status, COrder Source Type.
Order Date

Start Date End Date
ol [ —
mm/iddinyy mmiddiany

Oriers/Cradit Orders:  Order Amount:

= = oo [

Filter Orders by.

 Frocessing Hierarchy Fosition
Bank _ Agent  Company: Diision:  Department
Search for Hierarchy Position
@ Account Number:
|4715390095905553 Search for Atcounts
Mete: Separate g

2 comma

Cardholder Last M. Show Duplicate Order#'s.  Show Order Line lteme:
@ yes O No ©¥es @ No

Nete: Separate Jiltiples by a comma

Reset & Search with Defaults

Order List
Click onthe Order Murnber to views the order dzg Nlick on the Receipt Status to  Create New Order Record
manage the orders Receipts.

Recards 1- 1 of 1

Select Order Date #i Order Num¥/A Merchant Order Amt #ofLine A nt Number Order Source Receipt Status Order Status iifilled

ftems
r 0/04i2008 ABC133 ABC Office Supply $500.00 1 ..5683 patbilling Qpen 0.00%

Last Match

Request Status

775 Order# notuniaue

Records 1- 1 0f 1

Create a New Order by Copying an Existing Order

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

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

Card Account Number; **™*====*0523 ROSEANHE BUTLER Switch Accounts
Role: Cerified - BO Switch Role

Order Mumber; ABC123 Order Date:  08/04/2008 Order Status:  Open
Order Amount:  500.00 TaxAmount. 0.00 Freight Amount; 0.00
Merchant: ABC Office Supply Jsage Code: Order Saurce:  palthilling
Billed Amount.  0.00 Yariance % 100.00% % Fulfilled : 0.00%
Trans. Matched: 0 Last Match: Receipt Status:

# & Orders not unique

Order Details r Matched Transactions

IJse the Order Details tab to edit user-entered order data prior to automatic andfor manual matches to

transactions. ¥ou may also change the arder status, for example, to suspendiunsuspend or cancel thy 2t
“=regu

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

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

Expand Al Collapse All

Suspend Order From Matching 3R Cancel Order
7

Print Order

== Backto Search Order List

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

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

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

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

Order Management

Transactic

Travel

Manag

Account Information
Data Exchange = Create New Order Record

Repc

Tl Match Multiple Orders to Transactions
Manually match an unfulfilled arder to unmatched
transaction{s).

Order Maintenance
View, create, maintain, delete, andfor suspend
records.

Home
Contact Us

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

Match Multiple Orders To Transactions
Select Transactions to Match

Role: Cetified - BO

I Card Accourt Nurnber: *=remsmssssnnpan ROSEANNE BUTLER

Switeh Accaunts
£

To match transactions to an order, select an arder from the Unfulfiled Orders To Match list. Then select one or
more fransactions from the Unmatched Transactions Available to Match list and click the "Match to Order”
huttan

To display a diffierent list of results for "Unfulfilled Orders to Mateh® and/or"Unmatehed Transactions Available
to Match”, use the appropriate Date /g 5 search.

Date Range - Unfulfilled Ordeg/to Match: Date Range - Unmatched Tr/isactions Available to Match:

Outstanding

Dollar Amt

Merchant Order
Number

Start Date End Date Start Date End Date
e[| 4, [os0ee00s | B [osovenoe | B 4, [osncons | [
rrrmiddiney rarnfddiny mrmiddiy rarniddinny
" Roser Soarch 3 “Resot
Chedll Shown | Unohedk Al Shown
Unmatched Transactions
Unfulfilled Orders to Match Hote: Locked Transactions are not available for selection

Y 08/0142008 §266.11 §266.11 Bunzl 0000106000 - §4,042.50 DURD BAG MFG 05883
N 08/0142008 §rro.e4 §770.64 Hubert 0000106001 - i120.00 A1 ENGRAVERS & STAMP SHF 05883
« 08/0142008 §4.51 §4.51 DAPS-Western Region 0000106002 - §e1.00 AFFORDABLE BLINDS 05883

173 OrderNot Unique " /0ame  §100.00 IROM AGE CORP 05883
[ D&mE  §779.84 HUBERT COMPANY 05883

| <71 $11.28 DAPS - \WESTERM REGION 05883

| <71 $4.51 DAPS - WESTERM REGION 05883

[T D&Mz $100.00 IROM AGE CORP 05883

O D&Mz §266.11 BUNZLWEST 05883

[T 0502 $5,556.83 BUNZL WEST 05883

- oamt 1012 THE HOME DEPOT 580 05683

[ oamt §18331 OFFICE DEPOT #2098 05683

(A% Reallocated

Ched Al Shown | Unchedd Al Showwn

Match To Ofder

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

34



Army Billing Official User Guide

Dispute a Transaction for the
Cardholder

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

U.S( 1 )nk Access* Online

Order Ma)

Transaction Management
I Role: Cerified - BO Switch Role

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

Search Mananing Account List

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

My Personal Information

Data Exchange

Card Account List
View summary information for all Cardholder Accounts.

Home Allows you NS e your own search criteria first
Contact Us hefore aryresults are presented.

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

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

Manager Approval History

Wiew and pull back transactions previously approved by
you.

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

3. Search and select the cardholder you need to work with, if needed.
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Transaction Management

Card Account Summary with Transaction List

I Card Accourt Number: ™==""""5683, ROSEANNE BUTLER i
L]

I-] Card Account Summary

Account Mumber. PN Outstanding Orders $3,260.65 12
Account Name: FOSEANME BUTLER Unmatched Transactions $24,581.56 56
Billing Cycle Close Date 3 m

Total Transactions $19,928.74 a3 Final Approved Transactions $0.00 o
Reallocated Transactions: §0.00 1] % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions 0.0% 0.0%

@ Open Account

Statement Approval History

Approval Status  Approval Date  Approved by
No statement appmwal history exists for this acoowt.

[-1 Search Criteria Betumn to top

Advanced Search
Transaction Amount:

== =] gf200

Order Match Status,
All

\urchase D! Approval Status:
All d

Disputed Transactiorg allocated Transactions

Disnlay |25 Tl/ranzactions per pae
Reset & Search with Defaults
[-] Transaction List Return to top.

P, P R e i A e S i o e UV i P, e P i PV et b

Records 1- 12 of 13

ChedeAll Shown | UncheddAll Shown

Approval Status rﬂa Trans go‘s&q Merchant City/State Amount Detail Er PurchaseID (g
ate

- Pending D506 D&/07 HUBERT COMPANY 800-543-7374,0H 877964 05683

[} Pending 0502 DA/05 BUNZILWEET 714-6881000,CA  $5556.83 05683

- Pending 0502 DA/05 BUNILWEET 714-6281800, CA §266.11 05683

[} Pending 04128 05/01 GLORY USA 072-2284500, M) $1,289.50 05683 23340000000000000
- Pending 04128 DA/01 a1 ENGRAVERS & STAMP SHP  SAN ANTORNIQ, T §638.20 05683 2334000000000000
[} Pending 0423 04/ BERT COMPANY 800-543-7374, OH $237.03 05683 2334DDDDDDDDDDDDD€
[l Pending o4y ZUNZL WEST 714-6881800, CA  $5406.11 05683 2334000000000000 /
[} Pending 04z UNIFIRST CORPORATION 978-B58-8888, MA $22523 05683 2334000000000000 g
[l Pending 04/ 041 BUSINESS HYGIENE SAN MARCOS, TX $230.00 05683 2334000000000000 %
[} Pending o4iMno 0411 HUBERT COMPAMY 800-543-7374, OH $526 46 05683 2334000000000000
[l Pending 0408 0410 UNIFIRST CORPORATION a78-B58-8888, MA $246 68 05683

[} Pending 0408 0410 UNIFIRST CORPORATION 978-B58-8888, MA 74004 05683

- Pending n4i02 D410 UNIFIRET CORPORATION O78-658-2888, MA $986.72 05683

(@ pisputed O Matched £k Exception (A% Reallocated (), (@) Trans Detail Level
Check &1l Shown | Uncheek All Shown

Records 1- 13 of 13

il
Wass Realocaic 3 Maich To Ordor

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

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

Transaction Detail

Card Account Number: === SRG1 ROSANMME BUTLER
Role: Cardholder Switch Role

Transaction Summary

Status Match Tran Date Posting Date Merchant City/State Amount Detail €* PurchaselD @' Accounting Cod

0620 06124 DOD EMALL BATLE CREEK, M §1,195.56 2334000000008

@ Disputed CO Matohed &b Exception (A* Reallocated

Summary r Matched Order r Allocations r Approval History

The Summary tabh shows high-level transaction information.

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

Transaction Reference Information

Date: OEr2002008 Billing Cycle: Qpen

Purchase ID: 05691 Posting Date: 06/2452008

Total Amount: 118556 Reference Number: 4716300005905667

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

Sales Tax: 0.00 Most Recent Standard Financial Extract:

Freight: 0.00 General Ledger Extract:
Payment Extract:

Merchant Currency
Name: LoD EMALL Source Currency: LS. Dollar
City/State: BATLE CREEK, Ml Source Currency Amt: 1,195.96
Transaction Type: SALES DRAFT
MCC Code: 9399
MCC Description:  GOVERKMENT SERVICES-

OTHER

Dispute Sales Draft Requests

Dispute information onkareflects the last dispute filed . none
far this transaction. hy \ormation available in
Dispute History,

B A B T T B T U W i

[+] Dispute History

== Backto Transaction List

6. Click the Dispute button.
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Transaction Management

Select a Dispute Reason

I Card Accourt Number: === g pa 3 ROSAMME BUTLER Switch Accounts
Tran Date Statement Date Merchant Amount Reference Number
O6/20/2008 O6f28/2008 DOD EMALL 1195.56 4716300005905667

Select a dispute reason fram the list below. If you need maore information about this transaction, you may
request 3 copy ofthe sales draft

My accoul charged for this transaction and...

Additional tems Required

¢/ Unauthorized

_..I did not authorize the charge. Print, Signature
Unrecognized
.| do not recognize the charge. Frint, Signature

Merchandise Returned
...I' have not received credit for the returned merchandise.

Merchandise Not Received
LT = T pr S N BB T T e T g e AT T T L e i o e e e PN e

s TS T |

7. Select a dispute reason.

T M T e AT et A et )

L W. .""WWW
this'account has Been closed. This is a recdiring transaction such as a maonthly service.

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

Defective - ShippedReturned
..the shipped merchandise | received was defective. The merchandize has been returned to the merchant.  Print, Capy of Shipping Invaice

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

Defective
..the merchandise | received was defective.

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

—

== Back to Transaction Detail

o TNe RN B T

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

I Card Account Number: =8 583 ROSARME BUTLER Siitch Accounts
Tran Date Statement Date Merchant Amount Reference Number
OR20r2008 OR2arzona DOD EMALL 11895 456 4T1R300005905667
Unauthorized

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

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

*=required

Reguestor Marme:™ / Requestor Phone Aumber™

Rosanne Butler” I d

Cormrments™ g

== Backto Select 3 Dispute Beasaon

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

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

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. ifyouneed to perform additional transaction management

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

39



Army Billing Official User Guide

Certify a Managing Account

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

Access”Online

Transaction Manage@nt
I Role: Cerified - BO A Switch Role

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

iformation Search Managing Account List

Data E‘f'ﬂ‘a“g"’ Allows you to provide your own search criteria first
Reporting hefare any results are presented.
My Personal Information

Card Account List
Wiew summary information for all Cardholder Accounts

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

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

Manager Approval Queue
Wiew, approve, reject, and reallocate transactions in
yaur approval gueus.

Manager Approval History

Wiew and pull hack transactions previously appraved by
you.

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

Managing Account List

Role: Certified - BO Swiitch Role

-] Product Summary

Total Mumber of Managing!

Diversion Accounts: - COpen Card Accounts: 14 Suspended Card Accounts: 0
I-] Search Criteria g Betum to top
Cycle Account Status:

|Last Cycle Only /j |Open andIDrActivihrj

Managing/Diversion Account Staterment Approval Status:
Hote: Hold down the Ctil key to make multiple selections
Pending

Rejected

Certified - BO

Filter List by:
{* Processing Hierarchy Position:

Bank:  Agent  Company:

| | [ / Search for Hierarchy Position
" ManagingiDiversion Account Numbers:

Hote: separate multiples by a comma (mas; 2)

" Managing Account Narme:

¢ Last Mame: First Mame:

i Transactions 'I I % of fotal 'l of transactions
Cardhalde/Approved Transactions 'I I % of total 'l oftranzactions

Reset & Search with Defaults
-] Managing Account List Return to top

Records 1-2 of2

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

Posted

Approved

§$ of Trans

Account

# of Trs
Select nt Name: Cycle Date  # of Trans § of Trans Horilrans

Number by CH by CH
- MA 4T1EI04566606120 ACME CP ORGANIZATION 0B/09r2008 176 B47.061 46 0 0.0% 000 0.0%

[c o]

MA 4T1EI04666611642 ACME CP ORG TEST 061 02008 252 21824118 0 0.0% $0.00 0.0%

@ Open Account

Chedk &1l Shown | Uncheck All Shown
Records1-2 of 2

Certify MA/DA Statement Reject

Note the product summary information.
Select a closed cycle to certify.

Specify any other search criteria.

Click the Search button.

To review detail, click the account number link.

N o g bk~ w
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Transaction Management m

Managing Account Summary with Card Account List

Manzaging Account Humber: 4716204586606120, ACME CP ORGANIZATION Switch Accounts
Role: Cerified - BO Switch Role

[-] Managing Account Summary

Account Mumber: 47163045566061 20 Account MName: ACME CP ORGANIZATION
(0]

o TR . Search ) Disnlay All Card Accounts for All Managina/Diversion Ascounts

Total # Card Accounts: 7 Total Fees: $0.00

Open Card Accounts: T Total Transactions: 97,061 46174
Suspended Card Accounts: a Cardhalder Approved Transactons: $53 909.03 62

Previous Statement Balance: $0.00

FPayments Since Previous Staterment.  §0.00
@ Open Account

Statement Approval Histary

Approval Status Approval Date Approved by

Mo statesent appmuz! kistory exists forthis aecount.

[+] Search Criteria Return to top
[-] Card Account List Return to top

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

Posted Approved

Account . S 4 of Tr - . # of Trans $ of Trans
Number hccount Name Bof Trans $of Trans = byCH by CH

'y o (0] MARTIMN DAMIELE 50 §44918.79 50 100.0% $4491979 100.0%
[ (o] GILBERTO RODRIGUEZ 66 §21,091.86 0 0.0% §0.00 0.0%
'y o (0] P MMNE BUTLER 2 $5,062.50 2 100.0% $4,062.50 100.0%
[ (0] A MARALDO 18  $9,430.29 0 0.0% §0.00 0.0%
'y o (0] DOUGLAS JOHNSOMN 10 392674 10 100.0% $3926.74 100.0%
[ (0] LA7T7 JOSEPHHANGCOCK 7 $4538.80 0 0.0% §0.00 0.0%
o (0] L8725 LYMETTE PRICE 22 810148 1] 0.0% §0.00 0.0%

onen Account ‘/Appro\red

Records 1-7 of 7

Approve Card Acct Statement

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

9. Click an account number link to review and final-approve each transaction.
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~ i
Transaction Management
Card Account Summary with Transaction List
83, ROSEANNE BUTLER Switch

S %
-] Card Account y
Account Murmber: @ .5683 Qutstanding Orders: $3,26065 12
Account Name ROSEAMNE BUTLER Unrmatched Transactions: $24,581.56 66
Billing Cycle Close Date: | 081908 =
Total Transactions: §5,062.50 2 Final Approved Transactions:  $0.00 o
Reallocated Transactions: §0.00 a % Final Approved Transactions: 0.0% 0.0%
% Reallocaled Transactions: 0.0% E— —
© oper dcsount Note the Approved status Click il ;

- Ick any link to view
Statement Approval Histary f h
Show all of each transaction. detail
Approval Status  Approval Date  Approved by
Approved 08/04/2008 ACPOO4 patbilling
I+] Search Criteria Betur o op f
[-] Transaction List i to ton
Records 1-2 of 2 §
Select Status Approval Status Match Trans Posting Merchant City/State Amount Detail € PurchaselD @ Accounting Code
@ CO A pate Date
\_ Approved 0515 0516 DURO BAG MFG 800-879-3876, kY  §4,942.50

‘ N @©®  Approved 05/08 0512 A-1 ENGRAVERS & STAMP SHP  SAN ANTOMNIO, T $120.00 05683 4
(D) Disputed () Matched £k Exception (A% Reallocated (@, @D Trans Detail Level 12
Check All Shown | Uncheck 11 Shawn
Records 1-2 of 2
[ Reallocate M Mass Reallocate Match To Order Apprdve

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

I-] Transaction List Feturn to top

Records 1 -2 of 2

Chedk All Shown | Uncheds All Shown

Select Status Approval Status Match Posting Merchant City/State Amount il €+ PurchaselD @ Accounting Code
@ oA Date

» Final Approved 0515 0516 DURQ BAG MFG 800-879-3876, Ky  $4,94250 05683
(m] @  Apgroved 05012 A-1 ENGRAVERS & STAMP SHP  SANANTOMIO, TX  §$120.00 05683

(D) pisputed (CO) Matehed £k Excsption (A% Reallocate | Level
Check All Shown | Uncheck All Shown

Note the final-approved status.

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

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

/ transactions for.
Records 1-T of T

ShowrHide Posted | ShowiHide Approved | Show/Hide Final Approved | Show/Hide Reallocated | ShowiHide O

Posted Approved Final Approved
Account Name #of Trans 3 of Trans ot lians % $of Trans % $of Trans Y

by CH = by CH

MARTIN DANIELS 50 §4491979 a0 100.0% $44,819.79 100.0% o 0.0% §0.00 0.0%
GILBERTO RODRIGUEZ BB §21,091.88 0.0% $0.00 1) 0.0% §0.00 0.0%
ROSEANNE BUTLER 2 B50B250 2 100.0% $5,062.50 100.0% 2 100.0%  §5,062.50 100.0%
DAMITA MARALDO 18 58,430.29 0.0% $0.00 1} 0.0% $0.00 0.0%
DOUGLAS JOHNSON 10 §3,92674 10 100.0% $3,82674 1000% o 0.0% $0.00 0.0%
JOSEPH HANCOCK 7 453880 0.0% $0.00 o 0.0% §0.00 0.0%
LYMETTE PRICE 22 §e101.48 0.0% £0.00 o 0.0% §0.00 0.0%

@ Open Account  Approved

Records 1-7 of 7

Approve Card Acct Statement

T e e i i e o PV P

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

. -
Transaction Management

Managing Account Summary with Card Account List

Managing Accourt Number: 47 16304566606120, ACME CF ORGANIZATION
Role: Certified - BO

I-] Managing Account Summary

Account Mumber, 4716304556606120 Account MName, ACME CP ORGANIZATION
Cvc\e.l 0Bi18/08 = m Display All Card Accounts for All ManagingiDiversion Accounts

Total # Card Accountsy 7 Total Fees: §0.00

Cpen Card Accounts, 7 Total Transactions: $97,061.46175
Suspended Card Ac 1) Cardholder Approved Transactons: 97,071 46175

Previous Statement o=z, $0.00
Payments Since fevious Staternent $0.00

Note that you have final-approved
all transactions.

Approval Status  Approval Date  App

No statement anomual kistory exists fardhis account

1 Note that all cardholders have approved their
transactions and statements.

Posted Final Approved

#of Trans § of Trans }%

4401079
$21,001.28
$5,082.50
$9,430.29
$3026.74
$4,638.20
$2101.42

MARTIN DAMIELE
5675  GILBERTO RODRIGUEZ
5683  ROSEAMME BUTLER
DAMITA MARALDO

5708  DOUGLAS JOHMEON
5717 JOSEPH HAMCOCK
5725  LYMETTE PRICE

50
B6
2
12
10
T
22

4401079
$21,001.28
$5,082.50
$9,430.29
$3026.74
$4,638.20
$2101.42

100.0% 100.0% §44,910.79
G6 100.0% §21,001.86 100.0%
2 100.0%  $5082.50 100.0%
12 100.0%  $9,430.20 100.0%
10 100.0%  $202674 100.0%
T 100.0% 453880 100.0%

22 100.0%  §e8101.48 100.0%

100.0%

100.0%

100.0%

100.0%

100.0%

2eEEEEe
AN SNANNS

100.0%

@ Open Account " Approved

Records 1 -7 o 7

Approve Card Acet Statement

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

Fursuant to authority vested in me, | cerdify that this ivoice (hilling staterment) is correct and proper for
Q payment, except as may be noted herein ar on supporting documents.

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

R A
Transaction Management

Managing Account Summary with Card Account List

tanaging Accourt Number: 4716304656506120, ACME CP ORGANIZATION Switch Accounts
Role: Cerified - BO Switch Role

ers | Managing &cct List
Note the C icon to show you have
certified this managing account.

i ] The action was successfully completed.
=1 Managing Account Summal

Accaunt Mumber: 4716304556606 20 Account Mame: ACME CP ORGANIZATION

O 4

Cgﬂ:le:l 0612508 vl Display All Card Accounts for All ManagingiDiversion Accounts
Total # Card Accounts: 7 Total Fees: $0.00
Open Card Accounts: 7 Total Tranzactions: FaT.061 46174
Suspended Card Accounts: i Cardhalder Approved Transactons: §97 07146175
Frevious Staterment Balance: f0.00

Payments Since Previous Statement,  §0.00
® Open fccount € Cerified - BO

)] Y Statement Approval History
Show all

Approval Status Approval Date Approved by

Certified - BO 0ar4s2008 ACPOO04 . pathilling

[+] Search Criteria Bieturn to top
=] Card Account List Return to tap
N I e e e Y mrrmrem, ot N e e Y v e,
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Run a Standard Report

You have a full range a standard reports available to you that cover every aspect of
your program. For our examples, we will run an Account List report. You run a
report in three basic steps: select the report, set the report parameters, and run the
report.

U.S. Bank Access” Online

Request Status Queue

Reportin
System Administration p g

Account Administrat Program Management
General program managemny
campany policy compliang/,

Tax and Compliance Management
vities and maonitor Estimate salesiuse tax, track spending for 109971057

[lransaction/Banagement vendors, and perform other regulatory reporting.

Travel Expe
Manageme

Financial Manag ment Administration
honitor expenditures, track variances and manage account These reports allowe administratars to support system
allocations. functionality.

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

My Personal Information

Home
Contact Us

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

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

. - A
Financial Management

Account Allocation Order Analysis
Account allacation and reallocation detail by accounting code.  Detailed and summary arder infarmation, regarding the
results of order and transaction matching.

= with Order Detail
Jed transaction infarmatian, Transaction Detail
£ ororder and transaction matching. Cetailed transaction data including merchant detail,

Billed Transaction Ay
Detailed and summ!
regarding the resuy

allocation {accounting code) information, and transaction log
Full Transactidn and Crder Detail data.
Full expenditura detail, including transaction, line item, arder,
account allocation, and tax estimation information. Crder Detail

Order detail information.
Managing Account Approval Status
Histary of Managing Account and Cardholder Azcount
statement approvals.

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

Full Transaction and Order Detail

By default this report will return all results associated with blarg y. Unless otherwise noted. To limit
results, enter specific criteria in blank fields.

* = required

Date /

@ Cycle Close Date Range: € Calendar Month Range: € Posting Date Range: ¢ Transaction Date Range:

™ Enable Cycle Day
Begin Month Begin Day N Bar End Month End Day End Year

Matching
Matching Status:

Transaction Status
+ Reviewed Status:
[an 4 =l

¢ Approval Status
Hald down the Ctrl key to make multiple selections.

Pending Approval
Approved
Final Approved

Disputed:

WA

Validation Status
Haold down the Ctrl key o make multiple

Additional Detail

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

¥ Transaction Line ltem Detail ¥ aliocation Detail M order Detail
All I All
Select By

Tolimitthe results from the default of "all" select one of the following and enter glrarpartial "beging with” accounting code or alternate accounting

code name (at least 3 characters)

@ Accounting Code

© Alternate Accounting Code Mame *

Sort Report By

N
|AccnuntNumher j |Matching Status j |Transactinn Date j |TransactmnAmnunt j
& Ascending Qrder & Ascending Order @ pscending Qrder © Ascending Qrder
© Descending Order " Descending Order ' Destending Order & Descending Order

Report Output

Excel is not available if more thapy ditional Detail" was selected

Summary Output
Selection defines the outpy
PDF -

#rarmat for the summary report.

Detail Qutput:
Selection defines the output format for the detail reportwhen links are chosen from the summary report.

FDF -
Parameter Page Placement:

Selection defines the location of the Parameter Page details on the report output
End =

Group Report By {

cl Processing Hierarchy Position: *
If selected, a processing hierarchy position is required.

Bank: * Agent: * Company: * Division:  Department:

|3DES IEE IHJ;m I Search for Position or Add Multiple
© account Mumberis)*

If selected, at least one accountis Separate multiple accounts by 8 comma and no spaces

I Search for Accounts

Break/Subtotal Level

- No Break/Subtotal -

' Run Report 3 “Reset 3

== Backto Financial Managerment
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Specify a date range.

Select a match status.

4

5

6. Specify transaction status settings.

7. Select accounting code validation status.

8. Select which additional detail to include in your report.
9. Specify additional filtering options.

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

11. Select the report’s output.
12. Specify how to group the report data:
a. Select aradio button.
b. Type the value or click the Search for Position or Add Multiple link.
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Financial Management

Select a Processing Hierarchy Position

P osition
wouwish to locate, and enter any known ar padial values, then search.

Search for a Hierargg
Select the hierarch

Hierarchy Ley

ICDmpan\,r 'l
[
Bank: Agent Company/0ivision:  Department:

G B B
| Search J

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

Found Hierazchy Position(s)

Records 1+ Selected Hierarchy Position{s)

Select Position >> -
Remove Bank Agent Comp D Dept
) Il a058 0066 117490

Bank Agent Comp Div Dept
W 30588 0066 117590
- 3058 0066 11799

Ched:all Shown N2 cd Al S hoawn

Records 1- 2 of Z

Accept Hierarchy

== Backto Full Transaction and Order Detail

Specify search criteria.
Click the Search button.
Select the check boxes for the positions to include.
Click the Select Position button.
g. Click the Accept Hierarchy button.
13. When you are done, click the Run Report button.

-~ o o o
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Full Transaction and Order Detail - Summary

Matching
Status

Posting
Date

Merchant

Tran Date Hame

Hame: DOREE MARKS Account Humber: ****** 00055357 660 Reference Hummber:
Unmatched 04/04/2005 040552005 BACOMETAL CEMTRES LTD ¥

Hame: DOREE MARKS Account Humber: ***** 00058357 660
Unmatched 041052005 040652008 RAYLIAM UK LTD

Reference Hummber:

Hame: [ OREE MARKS Account Humber: ****** 005337660 Reference Humber:

Unmatched 040572005 040652008  ROAD RUNMER MOTOR

Hame: DOREE MARKS Account Humber: ***#* 003937860 Reference Humber:
Unmatched 04082008 041 252008 COMMERCIAL COMPONENTS

Hame: DOREE MARKS  Account Humber: ***** 0005937 660
Unmatched 04062005 0407520058  HI-TEC SPRAY

Reference Humber:

Hame: DOREE MARKS Account Humber ***** 0003337 660 Reference Humben

Unmatched 040772005 040552003 HAMP SHIRE WELDINGPROD

Hame: DOREE MARKS Account Humber: ****** 00055357 660
Unmatched 044072008 040852008 MOMNKS & CRANE

Reference Hummber:

Hame: DOREE MARKS Account Humber: ***** 00058357 660
Unmatched 044072005 0411152008 BEI

Reference Hummber:

Hame: DOREE MARKS Account Humber: ****** 00055357 660
Unmatched 044072008 040852008 MOMNKS & CRANE

Reference Hummber:

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

Unmatched 04032005 044102008 BUCKHICKMAN INONE

Hame: D OREE MARKS Account Humber ***** 005937660 Reference Humber:
Unmatched 04./08/2008 0411152008 R &M ELECTRICAL GRO

Hame: DOREE MARKS Account Humber: ***#* 003937860 Reference Humber:
Unmatched 04052005 041152005 SOLEMT CASKET CO

Hame: D OREE MARKS Account Humber ***** 0003337 660 Reference Humben;
Unmatched 04052005 04011 52008 R &M ELECTRICAL GRO

Trans Order Alloc
Trans Sales Tran Detail Detail Detail
Amt Tax Status Disputed Ind Ind Ind
Authorization Humber: 0001039 Purchase ID: 37660
27207 ki .00 ] V] ] Dretail
Authorization Humber: 040157 Purchase ID: 37660
7273 juli) M M M Dretail
Authorization Humber: 055407 Purchase ID: 37660
3016 i} M M M Dretail
Authorization Humber: 054390 Purchase ID: 37660
650.49 i} M M M Dretail
Authorization Humber: 066572 Purchase ID: 37660
351.65 i} M M M Dretail
Authorization Humber; 026392 Purchase ID; 57660
1,797.01 oo il I I Dretail
Authorization Humber: 056553 Purchase ID: 37660
1,617 61 .00 ] Dretail
Aurthorization Humber: 023034
642.00 Dretail
aumarizatid Click any hyperlink to
E1.75 . . ] Dretail
view associated -
Authorizatio il 1
1 pser detail information. N Dl
Aurthorization g g
609.90 i} M M M Dretail
Authorization Humber: 012591 Purchase ID: 37660
533396 i} il M M Dretail
Authorization Humber: 0000MN Purchase ID; 57660
616 oo I I il Dretail

Learn More. The parameters that you need to set for your report depend
on which report you are running. For information on each possible parameter, refer
to the Access Online: Running Standard Reports user guide. To review a
description and sample of each standard report, refer to the Access Online:

Standard Report Samples user guide.
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Additional Roles and Tasks

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

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

e For Resource Manager tasks, including managing account and cardholder
account setup, child accounting code validation AVC) setup, and alternate
accounting code AAC) setup, refer to the Access Online: Resource Manager
user guide.

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

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

nling

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

cess Online User Guides
Click a

yelcome to Acs Ac

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

Oica Wiy ,
How to use WBT link ahove. The
lessons in the lesson menu carrespond
ta the lessons you selected on the
previous screen.

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

2006 C1O Magazine's Enterprise
Value Award Winner

14th Anmual
CIO Enterprise
1.5, Bank's Access Online system Value Award
wnasar

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

slick a link below to download & wi

Other Documents

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

Access Online User Guides
Click a link below to download a wieswahle, 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 ta ai a hands-an simulation.

Simulations

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 ar a hands-on simulation.

Recorded Classes

TN 4=

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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