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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:

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

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

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

Tip /" Bank security policies prohibit us from accessing and using your live site

for training purposes. So, to safeguard your account information, we use sample
screens throughout this user guide. Your actual user interface in Access Online is
customized to meet Army needs and will look slightly different.

Confirm and Pay Payment Model

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

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.

Log In and Log Off

overnment | About U.S. Bancorp

Welcome to Access Online!

Flease enter the information below and login to begin.

Noanization Short Mame:

[

User ID:

You must fill
in all three
fields.

Pasgword:

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

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

Foroot your password?

Redister Online

Website/Browser Reguirements

To log in:
1. Type your organization short name (ARMY) in the Organization Short Name

field. The organization short name is a code that identifies your organization in
Access Online.

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

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

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

©2010 U.S. Bancorp 6
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Ebank,,

U.S. Bank Access” Online

Message from U.S. Bank * Log Out

Welcome!

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

_ implement the features and functionality that best suppart andior enhance their business processes.

Data Exchange

Reporting Access Online harnesses the power of the Internet within a secured ervironment bringing our clients anline
My Personal Information access to their payment solutions anvtime, anywhere.

When our clients are ready, sois Access Online.

Home
Contact Us

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

©2010 U.S. Bancorp 7
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Basic Navigation

Personal | Business | Institution / Government | Akout LS. Bancarp
(Sbank ARMY
U.S. Bank Access" Online ’
Request Status Queue ‘
Active Work Queue Message from U.S. Bank * Log Out

System Administration
Account Adm 0
Transaction Management

Trawvel Exp

se
Management
Account Information
Data Exchange

Repc

My Personal Information access td ions anytime, anywhere.

Home
Contact Us

stration Welcome!

You are viewing Access Online, the latest innovation in our complete set of commercial card taols. Access
Online is aweb-enahled program management and reporting toal offering a feature-rich platfarm that can be
easily configured and deployed to meet the unigque needs of our clients. Our clients have the ahility to
glement the features and functionality that best support andfor enhance their business UGEEER

Acce® &asses the power of the Internet within a secured environment bringing aur

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

771 o/ Never use your browser's Back button.

L earn More. Refertothe Access Online: Government Glossary for
definitions of terms in Access Online.

©2010 U.S. Bancorp 8
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Personal | Busines=s 0 etnment | A& ancarp

CSbank,, U.S. Bank Iinks
U.S. Bank Access® Online > 7 m
Request Status Queue \ ‘

My Personal Information
Logout button

Change Password & Authentication

I Uszer I0: pa3tform

A Required field has been left blank. Please complete.

Data Exchange Organization Short Name: ARNY
Reporting Functional Entitlement Group: RESCOURCE MANAGER

My Personal Information

Error messages

*= required

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

gnt Password: ™

Left-Column

Navigation Bar
with menu
expanded.

=r Mew Password: ™

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

Authentication Question:
IPet's MName 'l

Authentication Response: *

== Backto Personal Infarmation

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

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

e Back link—Displays a previous screen

©2010 U.S. Bancorp 9
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Some procedures in Access Online also use breadcrumbs at the top of the screen
to let you know which part of the process you are working on. This example is from

the managing account setup process.

Managing Account
Setup Demographics

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

Status:

* = required

LastMName:” First Marne:* Ml
Drate of Birth:

Manth Day Year

©2010 U.S. Bancorp
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My Personal Information

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

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

U.S. Bank Access® Online

Request Status Queue
Active Work Queue My Persor, pformation

[ oser i0: paztarg/”

Password
Change your system password and create ar modify an authentication response that will
be used when resetting a passwoard.

Acco
Data Exchange

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

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

o Email Motification

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

o Add Accounts

Home
Contact Us 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.

©2010 U.S. Bancorp 11
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My Personal Information
Change Password & Authentication

| User iD: pastorm

Organization Short Name: ARMY
Functional Entitlement Group: RESOURCE MANAGER

* = required
Change Password

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

Current Passward: *
Enter Mew Pagsword: ™

Re-enter New Password: ™

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

Authentication Question:
|Pet's Marme -

Authentication Response: ™
teacups

N

== 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 ID: paZform

Password
Change your systerm |\ ord and create or modify an authentication response that will
he used when reseffia 3 password.

Contact Infofmation
Update your user 1D contact infarmation (name, address, phone na, ete).

o Email Motification

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

o Add Accounts

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

3. To update your contact information:

a. Click the Contact Information link.

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

I User ID: pazform

Organization Short Name: AR
Functional Entitlement Group: RESOURCE MANAGER

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

* = raguirad

First Marne™ Last Marme™ (R
IJDSE A anches

Address 1:* Address 2

|EDD Chestnut Street 7 I

City: ™ StatedProvince: * Fip/Postal Code: ™
[Philadelphia [Pa =] [1a106

Countey: *

IUnited States "l

Phone Mumber™ Fax Mumber:

|E1 21231234 B12-321-4321 Required fields have

red asterisks.
Ernail Addrass: *

IJDsesanchez@army.mil

Other:
|Resuurce kA 2t

== Backto Personal Information

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

©2010 U.S. Bancorp 13
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My Personal Information

I Uszer 10: paZform

Password
Change your system passward and create or modify an authentication response that will
he usedwhen resetting 2

Contact Informatioy/
Update vour user ID pfntact information (name, address, phone no,, etc.).

o 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 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.

©2010 U.S. Bancorp
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My Personal Information
Email Notification

J vser i paztorm |

Ta receive an email notification, select the \ific process and corresponding scenaria's, iming or accounts
*= required

Ermail Address: ™
I.Jusesanchez@army.mll /

Email Notification

[V Data Exchange
Hald down the Cirl key to make
multiple selections.

Suceessful Download
Unsuccessful Download

7 Action Pending Travel Expense Report
& Daily
T wWeekly: I

[T Send notification anly when there is an action pending a travel expense report

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

Statement Notification
Select accounts below to receive email notification when a statement is available in Access Onli

Accounts associated directly to this user id

Status Account Number Account Name Account Type

Accounts viewed throngh assigned hierarchies: Add Managing Accounts
Add Cardholder Account

Remove Accol er Account Name Account Type

== Backto Personal Information

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

c. Click Save.

Learn More: Foradditional information on the password, contact

information, email notification, and account access tasks, refer to the Access
Online: My Personal Information user guide and lesson.

©2010 U.S. Bancorp
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Set Up a Managing Account

You can easily set up new managing accounts and modify existing managing
accounts.

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

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

Managing Account Setup with Workflow

’

A/OPC: Resource Manager: .

- Demographics - Authorization Limits (Part) ‘_qi?:oﬁ‘zauon Limits (a0 U.S. Bank:

« Account Information - Extract Information Final - Final Processing

- Accounting Code

These are the tasks you perform
as a Resource Manager.

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

Managing Account Setup Without Workflow

If you want to set up managing accounts without using the workflow process, then
you need to get approval from Army Level 2.

AIOPC:

- Demographics

- Account Information .

- Authorization Limits !Jﬁﬁ;ﬁ:!?:cl:; sing
- Extract Information

- Default Accounting Code
- Final Review

©2010 U.S. Bancorp 16
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Complete Your Portion of a New Managing Account
Setup

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

cess”Online

Active Work Queue * Log Out

Select a task to work.

Records 1- 1 of 1
Account Information Refrech List
Data Exchange
Reporting

My Personal Information

Request Type Product
MANAGING ACCOUNT SETUP  Purchasing

Account Name  Start Date
Jones Terry 072581215

A Data Entry-Auth Limits

Refresh List
Records 1 -1 of 1

Home
Contact Us

To complete your portion of a managing account setup:
1. Selectthe Active Work Queue high-level task.

2. Click the task link for the incomplete managing account setup.

©2010 U.S. Bancorp 17
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Cardholder Account
SETUP Authorization Limits

| cliert Relationship: United States Army

Switch Relationships

Demographics == Account Information == Accounting Code == Authori

Enter authorization limits, then Save & Continue.

Product: PURCHASING
Name: Chtis P Jones
Status:

* = required

Authorization Limits

Credit Limit. *
5000

% Cash
0 @0-10m

Fiscal First Month:

Single Purchase Limit *
400

Standard Velocity Limits

Cycle Dollar: ™ Cycle Transaction
[5000 Jo

Guarterly Dollar. Quarterly Transaction:
[o Io

Yearly Dollar: Yearly Transaction

o fo

Custom Velocity Limits

Cther Dollar: Other Transaction
o [o
Refresh From Date:
Month  Day  Year
- -

Mote: i the Refresh From Date is entered, Refresh to Date or Days in Refresh Cyole is required.

Refresh To Date:
Month  Day

(.-l - -
Days in Reftesh Cytle
~

Year

Refer to Managing Account
W Single Purchase Limit

Merchant Authorization Controls
Manage Controls

Control

Authorization Action Single Purchase Limit

Type Action

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

imits

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

Note: the maximum armount of characters allowed
Character count=10 2

Save & Continue

File For Later

Cancel Setup

MCCGO08  Approve 1 Custom  Wiew Details
MCCGO08A  Approve 1 Custom  View Details
MCCG008  Approve 1 Custom  View Details
MCCG0084 Approve | Custom View Details
Hote: 4 controls added out of 2 maximum of 8. ﬁ CIle to save the Setup taSk in
Authorization Limits Comments: q
/ = your active work queue and

return to it later.

velocity limits.

Type a dollar value for the credit limit, cycle dollar, and any other necessary

Type any comments, keeping in mind that other users with access to the setup

and the account profile can view your comments.

Click the Save and Continue button.

©2010 U.S. Bancorp
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. |
Managing Account

Setup Extract Information

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

Enter extract infarmation, then save and continue.
Product: PURCHASIMG
Name: Terry Jones

Status:

Electronic Data Interchange (EDI) Routing Number

Q Send Type Value
Imwoice I Search for 'y

\I_ N
7 Ohbligation I Search Tor Value

[T CostTransfer | Search for Value

Access Online refers to flags and
routers as extracts.

AU AT IO o Cominnenms:

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

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

Save & Continue File For Later Cancel Setup

6. Select a check box in the Send column.

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

Ti o /" Access Online refers to flags and routers as extracts. The Setup Extract

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

©2010 U.S. Bancorp 19
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Search & Select EDI Routing Number Value

Type: Ihwnice ﬂ

Value: | /

Q Descriptiun:l

w You can search by

router number in
the Value field.

Selectthe Routing Mumber ¥alue youwantto use.

q Records 1-5 of &

\HQEHDS Arrmy Invoice 1
|M Arrry Invoice 2

== Backto Managaing Account Setup

8. Specify search criteria, including the router number, if you know it.
9. Click the Search button.
10. Click the value link from the list of values that match your search criteria.

©2010 U.S. Bancorp 20
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. ]
Managing Account

Setup Extract Information

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

Enter extract information, then save and continue.
Product: FURCHASIMNG
MHame: Terry Jones

Status:

Electronic Data Interchange (EDI) Routing Number

Value
[+  Inwvoice |AIN821 Search forYalue
v  Ohligation |HQEI1DS Search forYalue
[T  CostTransfer I Search forYalue

Extract Information Comments:

Q Note: the maximum amount of characters allowed is 254,
Character count=10
Save & Continue File For Later Cancel Setup

11. Click Save and Continue.

©2010 U.S. Bancorp 21
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Managing Account
Setup Default Accounting Code

Demaographics == Account Information == Euract Information == Accounting Code == Authorization Limits
Enter segment values, then save and continue.

Product: PURCHASING
TemyJones

Account Validation Control (AVC) Name: 0086Training Switch AYC

This screen displays several
values already specified.

Reallocation Method:

N7 No Reallocation
@ Reallocate by Accounting Yalidation Contral
" Reallocate by Alternate Accounting Codes

Default Accounting Code

Segment Name {Length)
APPROPRIATION (20)

54540000000000000004 = Q

Q searth for valid value

PEC (12)
[12345678a012

|2334D Q 0OGO066E

Associated Alternate Accounting Codes
Select AACS

Accounting Code - Segment Name(Length)

Remove Alternate Accounting Code Name APPROPRIATION (20)
Mo Atemate Accounting Codes are associated. Ute the tak Select AACs to 2ssociate Altemate Accounmting Codes.,

Select AACS

Default Accounting Code Comments:

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

12. To attach an AVC:
a. Select the Reallocate by Accounting Validation Control radio button.

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

©2010 U.S. Bancorp 22
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. 4
Managing Accounts

Search & Select Account Validation Control {

Product: PURCHASING
Name: TetryJones
Status:

To search for an Accounting Yalidation Control i8VCh, tvpe a full or partial name in the Accounting Code
Structure name andior Processing Hierarchy Position text boxes. Leave both blankto retum all AVCs. Click
the "Search" hutton, then select an Accounting Validation Contral from the list below,

N Account Validation Control (AYC) Narme:

Accounting Code Structure Marne:

AWG Type:
g You can attach only one AVC to a
Processing Hierarchy Position: manag'”g account.
Bank; Agent
N
| Search J

Records 1- 6 of 6

# AMternate Hierarchy Position
Accounting Codes Bank Agent

Select AVC Name Structure AVC Type Parent AVC Segment(s)

i« 0066 CanversionTraining DEMO ACS Child Detno AYC (Stanfing) 2 3058 0066 APPROPRIATION , OAC | ASN
\ 00660emoChild DEMO ACS Child Detno AYC (Stanfins) 3 3058 0066 APPROPRIATION , OAC | ASH,
el 00660emonstration DEMO ACS Child Detno AYC (JAPSIGAFS - Q&) 3 3058 0066 APPROPRIATION , OAC | ASH
el 0066Training DEMO ACS Child Detno AYC (JAPSIGAFS - Q&) 3 3058 0066 APPROPRIATION , OAC | ASH.
i« Demo AYC (JAPSIGAFS - O&M)  DEMO ACS Farent 2 3058 0066 APPROPRIATION , OAC | ASM
i« Dermo AYC (Stanfing DEMO ACS Farent 2 3058 0066 APPROPRIATION , OAC, ASH

Records 1 -6 of B

L o P P

c. Specify search criteria.
d. Click the Search button.

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

f. Click the Select button.

©2010 U.S. Bancorp 23
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Managing Account
Setup Default Accounting Code

Cemographics == Account Information == Edract Information == Accounting Code == Authorization Limits
Enter segment values, then save and continue.
Product: PURCHASING

MName:  TerryJanes
Status:

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

Reallocation Method:
' No Reallocation
@ Reallocate by Accounting Validation Cortrol
N Reallocate by Alternate Accounting Codes

Default Accounting Code

PEC (12}
8g5888a8

123456789012

54540000000000000004 =+ Q

Q. search far valid value

N\ssociated Alternate Accounting Codes
Select AACS

Accounting Code - Segment Name(Length)
Remove Alternate Accounting Code Name APPROPRIATI SN (5) UIC(B) PEC{12) ORG(8) MFP(? JO(8) SAR(1) WCR(E) R
Mo Altemate Accosnting Codes arm associated. Use the link Select AdCe to

ate Accounting Codes.

Select AACs
Default Accounting Code Comments:
=
Note: the maximum amount of characters allowed is 254, _I
Character count= 0
g

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

14. To attach an alternate accounting code:
a. Select the Reallocate by Alternate Accounting Codes radio button.
b. Click the Select AACs link.

©2010 U.S. Bancorp 24
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Search & Select Alternate Accounting Codes

Accounting Code Structure Name:
Accounting Validation ControlName:  0066Dermanstration

Search for an Alternate Accounting Code by typing a full or partial Narme andfor typing a full or partial Segment Yalue
and aptionally selecting whether to search in all segments, one specific segment, ar many segments. Select
whether to search far the Mame andfor Segment Yalue only atthe beginning of the field or anwwhere within the field.
Be aware that searching far a contained phrase may slow down the search. Also select how many rows of search
results you wantto display on this page. Be aware that selecting more rows per page may slow down the search
Then clickthe "Search” button.

Alternate Accounting Code Name:

Segment ¥alue: Segment Mame(s)

} contained amywhere within Hets: Held down the Cirl key to make multiple selections.

Search Type: | Begins with x

Display| 25 ¥ Alternate Accounting Codes per page

Army Resource Manager User Guide

Y e Y L P A P B VY
P T e T A e A o e Sy 8 e A M

| \Search

Alternate Accounting Code List

AAC.

Check )l Shown | Uncheds Al Shown
Records 1-3 of 3
ngth)y

g Code Name APPROPRIATION (20) ASN (5)
54540000000000000004

r Office Supplies
r SE560000000000000001

Seminars

N-  utities

54540000000000000004

You can select multiple check
boxes to attach more than one

PEC (12)
SR4BOT231674 | BA498723

887E54321159 | 87654321
123456789357

ORG (8) L] IFS (18) 1T (3) FMS (12)

877705 | B54787R79B78787487 465787845454
B1879876 | 877705 | 17989798761 4645444 321247843212
12345678 4546546 | 112202 | 054645644543546545 798712321222

Records 1 -3 of3

Chedk ANl Shown | Unchedk All Shown

B screet ]

80 p 8

c. Specify search criteria.
d. Click the Search button.
e

. Select the check box for the AAC you want.

—

Click the Select button.

©2010 U.S. Bancorp
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Managing Account * Log Out
Setup Default Accounting Code

Demodgraphics == Account Information === Exract Information == Accounting Code == Authorization Limits
Enter segment values, then save and continue.

Product: PURCHASING

Mame: Terry Jones

Status:

Account Validation Control (AVC) Name: 00660emonstration Suwitch AYVC

Reallocation Method:
' Mo Reallocation
" Reallocate by Accounting Validation Contral
& Reallocate by Alternate Accounting Codes

Default Accounting Code

Segment Name (Length)
APPROPRIATION (207 0, ) ASM (3 I ()

|2334DDDDDDDDDDDDDDDD “Q Q AFPCIT @ |98?85432198? :

Q, Search for valid value

Associated Alternate Accounting Codes
Select ARCS

Records 1 - 1 of 1

Accounting Code - Segment Name({Length)
Remove Alternate Accounting Code Name APPROFRIATION (207} O ASM (8) UIC (/) FEC {12}

r Office Supplies 54540000000000000004 AFPC33 AE489T231674

Fegords 1 -1 of 1

Select AMCS

Default Accounting Code Comments:
[~
=

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

Fil For Lator

L~

15. When you are done specifying the default accounting code and/or the alternate
accounting code, click the Save and Continue button. The managing account
setup goes to the next user’s active work queue (back to the A/OPC for
Authorization Limits setup and final review).
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a Non-Electronic Data Interchange Account

To set up a non-electronic data interchange (EDI) managing account, the Army only
specifies information on the Demographics screen and the Authorization Limits

screen.

The A/OPC completes the Demographics screen portion of the setup, leaves the
Account Information screen blank and click the Save and Continue button to send

the rest of

the managing account setup to the Resource Manager.

Enter demographic
Status:

* = reguired

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

Product: PURCHASIMNG

. > ]
Managing Account

Setup Demographics

information, then save and continue

Work Phone:”

Last Mame:* First Mame:* |hu'll_

| |

Drate of Birth:

Wonth Day Year

Identification Mumber:

Tax Exempt Numhber:

Ciplional 1: Third Line Emhossing

| |

Address 1" Address 2:
| |

ICINZ' State/Province (" it Usa or canagsy  ZIPF0StAl COUEIC” if USA or Canada)
Country:®

Home Phone:

Alternate Fhone:

Email Address

Demographics Comments:

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

Save & Continue File For Later

L]

The Resource Manager leaves the Extract Information screen blank, clicks the

Save and
Resource
Continue

©2010 U.S. Bancorp

Continue button to proceed to the Accounting Code screen. The
Manager leaves the Accounting Code screen blank and clicks Save and
to proceed to the Authorization Limits screen.
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Cardholder Account
Setup Authorization Limits

4
* Log Out

[ Cliert Rel=tion=hip: United States Amy

Switch Relationships

Enter authaorization limits, then Save & Continue

Product: PURCHASIMNG
Name: Chris P Jones
Status:

* = required

Authorization Limits

Credit Lirmit: *

0

% Cash:

lD— (0-100)
Fiscal First Month:

Single Purchase Limit *

Standard Velocity Limits

Cycle Dollar: Cycle Transaction:

o [o

Quarterly Dollar: Quarterly Transaction:
o [0

Yearly Dollar: Yearly Transaction:

o [o
Custom Velocity Limits

Other Dallar: Other Transaction:
o [o

Refresh From Date:
Month  Day Year

- -

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

Refresh To Date
Month Day Year

& - | vl
Days in Refresh Cycle
-

Refer to Managing Account:

W Single Purchage Limit

Merchant Autherization Controls

Add a Control
Control  Auth

Mo Memhant Authoidzation Comtrols cumeably exist for this account.

on Action  Single Purchase

Authorization Limits Comments:

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

Save & Continue File For Later

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

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

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

non-EDI managing account setup.

©2010 U.S. Bancorp
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Modify an Existing Managing Account

Once a managing account exists in Access Online, you can modify the account at
any time. You are only able to modify the portions of the account you have access
to: extract information (flags and routers), default accounting code, and
authorization limits.

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

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

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

Account Administration
Cardholder Accounts

" Maintain Cardholder Account
Update demographic infarmation, account
information {change account status),
accounting codes and authorizagmeanits on a
cardhaolder account.

Managing Accounts

" Maintain Manading Accodnt
Update demographic infarmation, account
information {change account status), exract
information, accounting codes and
authorization limits on a managing account.

Home
Contact Us

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

To modify a managing account:
1. Selectthe Account Administration high-level task.
2. Click the Maintain Managing Account link.
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Managing Accounts
Search & Select a Managing Account

Managing Account Search

Search for a Managing Account by Managing Account Mumber, Mame, or Company Momber.

Managing Account Mumber:

Managing Azcount Mame: p

oR | 7

Last Mame: First Mame:
OF | |

Company Mumber:

OR |—

Search

Records 1 -2 of 2

4716304556611542 ARMY WA SAMPLE 1

4716304556606120 ARMY MASAMPLE 2

Records 1 -2 of 2

3. Specify search criteria.
4. Click the Search button.

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

©2010 U.S. Bancorp
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Managing Accounts
Summary and Tasks

I Managing Account Mumber: 4716204556606 120, ARMY MA SAMPLE 1 Switch Accounts

Select ataskto maintain its contents. Repeatif changes are required in another task You can also vieww
account requests in the request status gueue.

Product: Furchasing Bank: 3048
Name: AR WA SAMPLE 1 Agent: Q066
Status: ""-0OPEMN Company: 11780

Extract Information Input financial extract information assigned to the account.
Default Accounting Code  Input the default accounting code assigned to the account.

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

Authorization Limits

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

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

Learn More. Referto Complete Your Portion of a New Managing Account

Setup on page 17. For additional information, refer to the Access Online: Managing
Account Setup and Maintenance user guide and lesson.
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Manage a Rejected Managing Account Maintenance Request

If the A/OPC does not approve the request, then the request displays in your active
work queue with a rejected status.

Request Status Queue
Active Work Queue
Support Active Work
Queue

Systermn Administration [ Ctient Relationship: account admin test 3058 ‘Switch Relationships |
Account Administration o

Paymert Plus Setup Cardholder Account | haintain Cardholder Account

Order Management Setup Managing Account | hlaintain Managing Account

Transaction Management

Travel Expense Select a task to work.

RO Racords 1. 23 of 23
Data Exchange eards - s e
Enhanced Supplier Befresh List

Management Task (Select Task) \  Request Type Start Date
Account Information

Active Work Queue

Product Account Name

Reporting Data Entry-Acct Info CARDHOLDER SETUP FPurchasing Sanchez, John 08508 10:49
My Personal Information Reject-Auth Limits MANAGING ACCT AUTHLIMITS MAINTEMANCE  Purchasing Anderson, Mary 10107 12:34

Data Entry-DertpAit Acct Code CARDHOLDER SETUP Furchasing Smith, Margaret 10007 12:41
Reject-Auth Limits MANAGING ACCT AUTHLIMITS MAINTENAMCE  Purchasing Garcia, Juan 10007 16:01

WLBGGLIG | romnnCARDMALAER GETUR,, o o, _PUISHESING o Motingllidoan . . AW

To manage a rejected managing account maintenance request:
1. Selectthe Active Work Queue high-level task.

2. Click the link for the request with a rejected status.
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Managing Accounts
Maintain Authorization Limits

Client Relationship: account admin test 3058
Managing Accourt Number: 471612341 2341 234, JANE SMITH

Switch Relationships
Switch Accounts

Maintain authorization limits, then send the request.

Product: Purchasing Bank: 3058
Name: JAMNE SMITH Agent: nogon
Status:  ""-0OPEN Company: 13344
* = required

Reject Fields: Credit Limit, vearly Limits , Other Limits

Reject Reason: Please adjustto meet established standards.
Authorization Limits

Credit Limit: Single Purchase Limit:
|1 1

% Cash

1 (0-100)

Available Credit:
1

Fiscal First Month:

Standard Velocity Limits
Total Total
Diaily Dollar: Daily Transaction:

|1— 0.00 |1—

Cyele Dollar * Cycle Transaction:
Ik 0.00 [i 0

“eatly Dollar Yearly Trangaction

IE 0.00 |2 0

Custom Velocity Limits
Total Total
Other Dollar: Other Transaction:

E B

Refresh From Date:
Month  Day Year

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

Refresh To Date
Month  Day  Year

o -I vl
Days in Refresh Cycle:
@ |70
Merchant Authorization Controls
Manage Controls

Control Authorization Action Single Purchase Limit Type Action

Mo Memhant Authodzation Cortrols cumeatly exist for this acoowet

Autherization Limits Comments:

Note: the maximum amaunt of characters allowed is 254

Character count=10
end Request

== Back to Active Work Queue

w

4. Make any required adjustments.

(621

Review the rejected fields and reject reasons.

the A/OPC for final review and approval.

©2010 U.S. Bancorp
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Complete Your Portion of a New
Cardholder Account Setup

If your organization does not use the workflow process, then you have no
cardholder account setup tasks to complete and you can skip this section. The
workflow function enables different users to set up different portions of the
cardholder account. The final review function enables a designated A/OPC to
review and approve the completed setup before submitting it to U.S. Bank for
processing. Below are two sample scenarios: one with workflow and one without.

Cardholder Account Setup with Workflow

~

AIGEC Resource Manager: A/OPC: U.S. Bank:

D emode - Authorization Limits (Part) - Authorization Limits (Part)  _ Final processing
- Accounting Code - Final Review

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

Cardholder Account Setup Without Workflow

o~
A/OPC:

- Demographics

- Account Information U.S. Bank:

- Authorization Limits - Final Processing

- Default Accounting Code
- Final Review
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Access” Online

Active Work Queue

Select a task to work,

Records 1 -1 of 1
Refresh List

Aequest Type Product Account Name Start Date
Diata Entry-Auth Limité CARDHOLDER SETUP  Purchasing  Jones Chris P 07125 09:599

My Personal Information

Befresh List
Records 1 -1 of 1

Home
Contact Us

To complete your portion of a cardholder account setup:
1. Selectthe Active Work Queue high-level task.

2. Click the task link for the incomplete cardholder account setup.
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Cardholder Account
Setup Authorization Limits

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

Enter autharization limits, then Save & Continue.

Product: PURCHASING
Name: Chris P Jones
Status:

* = required
q Authorization Limits The A/OPC SpeCifieS the

Yrﬂedit Lirmnit: * Single Purchase Limit: Single purchase ||m|t
|Sooo 500

% Cash:
1}

Fiscal First Month:
10

The credit limit equals the cycle limit.

Standard Velocity Limits

Daily Dollar: Daily Transaction
o o
Cycle Dollar: * Cyele Trangaction:
[5000 o
Manthly Dollar, Monthly Transaction:
o [0
. Cuarterly

E.luarlerly Dellar: Transaction;

1}
Yearly Dollar: Yearly Transaction:

Custom Velocity Limits

Other Dallar, Other Transaction:
P o

Refresh From Date:
Month  Day  Year

- -

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

Mote:lf the Refresh From Date is entered, Refresh to Date or Days in Refresh Cyele is required.

Refresh To Date
Month  Day  Year

& | vl vI
Days in Refresh Cycle:
~

Refer to Managing Account
W Single Purchase Limit

Merchant Authorization Controls
Manage Controls

Control Authorization Action Single Purchase Limit Type Action
MCCGO0E  Approve 1 Custom  iew Details
MCCGO0BA Approve 1 Custom  View Details

MCCGO0Y  Approve Custom  View Details

MCCGOD8A Approve Custom
Nete: 4 contrels added out of 3 maximum of Q. Click to save the Setup task in

Authorization Limits Comments: your aCtIVG WOI’k queue and
return to it later.

Note: the maximugyfamaunt of characters allowed is 254
Character couryZ 0

Save & Continue

File For Later Cancel Setup

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

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

5. Click the Save and Continue button.

©2010 U.S. Bancorp 36



-
Cardholder Account

Setup Default Accounting Code

Demographics == Account Information == A ing Code —= Authorization Limits

Enter segmentwalues, then save and continue.

Product: PURCHASING
Name: Chris P Jones

Segment Name (L

ength)
APPROPRIATION (20)

20) UIC (6) PEC (12}

ASM ()
54544 | Q

Army Resource Manager User Guide

121212121212

11220000000000000002 * Q& GEEGEE O 1zie1z1ziz1z -
Q 5earch for valid value
Default Accounting Code Comments:
B
El

Mote: the maximurn amount of characters allowed is 254,

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

value.

Cardholder Accounts
Search & Select Valid Value

APPROPRIATION (20) ﬁ
I5

Enter full ar padial segment values, segment value descriptions, or leave blank to view all valid values. Then
click the "Search” button.

Description:

| /

IEIegins with vl

Search Type:

Display |35 'I alues per page
M Search J

Select a valid walue from the results list helow.

Q Records 1 -2 of 2

APPROPRIATION
Select 54540000000000000004
Select 5E560000000000000001

Value Description

Records1-2 of 2
== Backto Setup Default Accounting Code

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

8. Click the Search button.

9. Click the Select link for the value you want to use for that segment.

©2010 U.S. Bancorp
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Ti,O / An error icon displays to let you know if you have specified a non-valid
value.

H 4 [eeseee  Q [
M._m ﬁnﬁdl\‘/_\,_’\/w}

ut

) * Log O

Cardholder Account
Setup Default Accounting Code

Demographics == Account Information === Accounting Code == Authorization Limits
Enter segment values, then save and continue.
Product: PURCHASING

Name: Chris P Jones
Status:

Segment Name (Length)
APPROPRIATION {20)

IE454DDDDDDDDDDDDDDD4 “Q

Q. gearch for valid value

PEC (12

|121212121212 .

ASNM (5) UIC (B

54544 Q IAFPCH Q

Default Accounting Code Comments:

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

10. When you are done, click the Save and Continue button. The account setup
goes to the next user’s active work queue (back to the A/OPC for final review).
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Maintain a Cardholder Account

Once an account exists in the system, you can modify the account at any time. For
example, you can modify the account’s default accounting code or the yearly or
guarterly limits.

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

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

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

Access® Online

Request Statu: )
Active Work Qi Account Administre)

Cardholder Accounts

® Maintain Cardhaolder Account

Undfate dermographic infarmation, account
information (change account status),
accounting codes and authorization limits on a
cardholder account

Managing Accounts

My Personal Information = Waintain Managing Account

Undfate demographic infarmation, account
information (change account status), exdract
information, accounting codes and
autharization limits an a managing account.

Home
Contact Us

Active Work Queue

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

To modify a cardholder account:
1. Selectthe Account Administration high-level task.
2. Click the Maintain Cardholder Account link.
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Cardholder Accounts
Summary and Tasks

I Card Accourt Humber: *FF========zn503 ROSEANME BUTLER Switch Accounts

Select ataskto maintain its contents. Repeat if changes are required in another task. You can also view
account requests in the reguest status quede.

Product: Purchasing Bank: 3058
Name: ROSEAMME BUTLER Agent: 006G
Status: ""-0OFEMN Company: 11740

Description
Default Accounting Code  Input the default accounting code assigned to the account.

Input authorization limit infarmation such as credit limit, single purchase limit,

suthezaton L it anhd available credit.

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

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

©2010 U.S. Bancorp
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Manage a Rejected Cardholder Account Maintenance Request

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

Active Work Queue m

I Cliert Relationship: Army Switch Relationships

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

Select ataskto wark.

Records 1- 25 of 41
Fage:1 |2
Refresh List

Start Date

Product Account Name

Task (Select Task) Request Type

MA Data Entry-Extract Info MAMNAGING ACCOLINT SETUP Furchasing Sanchez, John 10007 12:34
Data Entry-Acct Info CARDHOLDER SETUP MNANCE Furchasing Davis, Mary 10007 12:41

Eeject-Accaunting Code CARDHOLDER DAC MAINTENANCE Furchasing Smith, Ann 10008 10:47

- < CARDHOLDER SETUP CE Purchasing Janes, Mike 10/09 14:41
MAMNAGING ACCOLINT SETUP Furchasing Antanini, Joan 10/05 14:56
CARDHOLDER SETUP Declining Balance Jefferson, Tyrone 10M1311:29
L5IMNG ACCOUNT SETUP Declining Balance Butler, Sean 10141216

\ Refresh List

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

Learn More. Referto Complete Your Portion of a New Cardholder

Account Setup on page 34. For additional information, refer to the Access Online:
Cardholder Account Setup and Maintenance user guide and lesson.
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Work with Queues

Your active work queue lists tasks that have been passed to you to work on via the
workflow process or that you have selected to file for later. Before you begin any
setup work, we recommend that you check your active work queue to take care of
tasks that are waiting for you to complete.

U.S. Bank Access®

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

Access both queues on the
Left-Column Navigation Bar.

Request Status Queue

Active Work Queue

Account Administration
Transaction Management Select a task to work.

Travel Expense
Management Records 1- 1 of 1

Account Information
Data Exchange Task (Se ask) Request Type Product Account Name  Start Date
Reporting M& Data Entry-Auth Limit GING ACCOUNT SETUP  Purchasing  Jones Terry 072581215
My Personal Information 1
Eafiesh Ligt

Click a task to open
and work on the task.

Refresh List

Records 1 -1 of 1

Home
Contact Us

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

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

Request Status Queue
Account Requests

The request status
gueue has tasks you

Setup Cardholder Account | Maintain Cardholder Account
Setup Managing Account | Maintain Managing Account have sent to us.

Select a regquest to view the details.

Records 1 -1 of 1

Refresh List

Delete  Request Status Account Number Request Type Start Date  Account Name Last Update Update Method
Request (v ails)

Pending-8etup CH  preepnranngiqgprg CARDHOLDER o7rz6 pon JOMESCHRIS  nrmeii60 oriine
Acct SETUP P

Befresh List

Records 1 -1 of 1

Delete Request

Simply click a link to review the detalil.
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View an Account Profile

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

U.S. Bank Access”Online

Request Status Queue

Active Work Queue ) Account Information % Log Out

System Adminisiz:

I Card Accourt Number: mFerersmeses 5683, ROSEANNE BUTLER Switch Accounts

Statement

Wiew account statementis).

= Cardholder Account Statement
= flanading Account Staternent
= Diversion Account Statermerng

Reporting
My Personal Information

Account Profile

Wiew account demograph/s, limits, accounting code, and other related informatian.
= Cardholder Account Profile

= flanading Account Profile

= Diversion Account Profile

Home
Contact Us

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

I Card Account Number: mrmmmemees 5683, ROSEANNE BUTLER Switch Accounts

Select an item below to view its contents. You can also Yiew a Manadging Account

Demaographic Ibfarmatian Authaorization Limits
Wiew account name, address, and contact Wiew authorization limit information such as Credit
infarmation. Limit, Single Purchase Limit, and Availahle Credit.

Account Authorizations
uch as Account Wiew Account Autharization infarmation such as
¥ Day, and Open Date. Reguest Type, Request Source, MCC, and
Transaction Amount.

Account Information
Wiew ather account infar
Status, Hierarchy Paositio

Default Accounting Code Financial History
Wiew the default accounting code assigned to the Wiew the account 1 2-month history, 7-year history
account. analysis, and 7-year histary.

Account History

Request Type Update Method Last Updated
Setup Manual 05M05/2006 21:07:13
Maintenance  Manual 05/0572006 21:07:13

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

Cardholder Account Profile
Default Accounting Code

I Card Account Mumber: mermer=e=ess, 66832, ROSEANNE BUTLER Switch Accounts

Default Accounting Code

Segment Name (Length)
APPROPRIATION (203 DA ASM(5) UIC(E)  PEC(12) ORG (@ MFP(2)
23340000000000000000 11 54544 AFPC33 TTIITITITIYT S8888BRE 23

JO g SAR (1) WCR (B) RBC{1) RSC
44444444 4 122348 2 333

Default Accounting Code Comments:
UFPDATED DAC WITH NEW UIC WALUE.

== Backto Cardholder Account Summary

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

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

Account Authorizations

I Card Accourt Number: , ROSEANNE BUTLER Switch Accounts

Auth Date  Auth Time Response Auth Number Type of Request Transaction Amount MCC MCC Description
THTI2007 D442 PMET Approved 074354 MaillPhn Crd $341.895 4388 MISCELLAMEOUS GEMERAL MER
772007 D03:34 PMET Declined MailiFhn Ord $2613.60 5399 MISCELLAMEOLS GEMERAL MER

== Backto Cardhaolder Account Summary

The Account Authorizations screen lets you view transaction authorization
information, flagged as approved or declined. The table also includes the request
date, request type, transaction amount, MCC, and MCC description. Click a link in
the Auth Time column to view additional detail.

]

Cardholder Account Profile
Account Authorizations

Cliert Relationship: Switch Relationships

Card Accourt Humber: FFRRRsssssssosds Switch Accounts
Auth Date: 71772007 Auth Number: MCC: 5399
Auth Time: 0334 PM ET  Type of Request: MailfPhn Ord - MCC Description: MISCELLANEOUS GEMERAL MER
Response: Declined Transaction Amount: §2613.60

Decline rAccount rMercharrt rParent rDiversion rProcess |

The Requestwas declined due ta 0805 Exceaded account single trans limit
The Requestwas declined atthe INDIWIDUAL

The velocity type for the decline was NOT DECLINED FOR WELOCITY
The following reasans wadld alsa have declined the regquest:

1. 0805 Exceeded account single trans limit

Declines display in Access Online in
nearly real time.

=< Backto Account Autharizations List

The detail screen displays a series of six tabs that provide details about the
authorization. This information can help you assess and analyze the reasons for
authorizations and declines on an account. Select each tab to view the associated
detail.

Learn More. Forinformation on account profiles, including descriptions of

each field available on each screen, refer to the Access Online: Account Profiles
user guide and lesson.
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The 12 Month History tab contains financial

Cardholder Account Profile | history data for the past 12 months.
Financial History /
I Card Accourt Number: #Rerssmes=ss Switch Accounts
12 Month Histary | 7 ¥ear History Analysis r 7 Year History |
The 12 Manth History includes accumulated account information for 12 previous billing cycles. Each page
includes four hilling cycles of history.
Page: 11213
Mumber of Payments 1] i i ] ]
Total Payments $0.00 §0.00 50,00 F0.00 F0.00
(Last Payment: 000000,
Minirmurm Payrent §0.00 §0.00 §0.00 $0.00 $0.00
Mumber of Purchases 1] 1] 2 1] 1]
Total Furchases $0.00 §0.00 §0.00 $0.00 $0.00
(Last Purchase: 05/29/08)
Mumber of Cash Advances 1] 1] 1] 1] 1]
Total Cash Advances $0.00 §0.00 §0.00 $0.00 $0.00
(Last Cash Advance: 00500/00)
Mumber of Credits 1] 1] 1] 1] 1]
Total Credits $0.00 £0.00 £0.00 $0.00 $0.00
(Last Credit: 05/29/08)
Mumber of Misc Charges 1] i i ] ]
Total Misc Charges F0.00 50,00 50,00 F0.00 F0.00
Insurance fees §0.00 £0.00 £0.00 §0.00 §0.00
Late Charges §0.00 §0.00 §0.00 $0.00 $0.00
Overlimit Fees $0.00 §0.00 §0.00 $0.00 $0.00
FPurchase Finance Charges F0.00 F0.00 F0.00 $0.00 F0.00
Cash Advance Finance Charges F0.00 §0.00 §0.00 F0.00 F0.00
Credit Limit §3,000.00 §3 00000  §3,00000  §3.00000  §3,00000
Balance $0.00 £0.00 £0.00 $0.00 $0.00
Qutstanding Purchase Balance F0.00 §0.00 §0.00 F0.00 F0.00
Cutstanding Cash Balance $0.00 §0.00 50,00 F0.00 F0.00
Qutstanding Misc Charges F0.00 F0.00 F0.00 $0.00 F0.00
Qutstanding Purchase Finance
Charges g $0.00 §0.00 §0.00 $0.00 $0.00
Outstanding Cash Adv Finance
Charges g $0.00 §0.00 §0.00 $0.00 $0.00
Past Due $0.00 £0.00 £0.00 $0.00 $0.00
Al Daily Bal - Purchases £0.00 £0.00 F0.00 F0.00
Avg Daily Bal - Cash Ady §0.00 §0.00 $0.00 $0.00
i\;g\;f Daily Bal - Purchases and Cash §0.00 §0.00 $0.00 $0.00
Fage:1]2]3
== Backto Cardhalder Account Summary

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

I Card Account Number: mresmseess=gggs ROSEAMME BUTLER

Switch Accounts

12 Month History | 7 %ear History Analysis r 7 “ear History ‘

12
3

12
3

Times Billed

Times Staterment Generated
Times Crwerlimit

Times Past Due 01-30 Days
Times Past Due 31-60 Days
Times Past Due 61-90 Days
Titmes Past Due = 91 Days
Cycles with MSF Check

Times Small Balance Written Off

o o o o o o O

o
1]
o
1]
o
1]
o

The 7 Year History Analysis is divided into 12 billing-cycle periods beginning with the most recent period
and includes the number aftimes the listed condition occurred during each period.

0-12 13-24 2536 37-48 4960 61-72 73-84 Totals

9

o o o o o o o =

1] o 1] 1] 33

o o o o o o o o
o o o o o oo o o
o o o o o o o o
o o o o o o o o
o o o o o o o

== Backto Cardholder Account Summary

The 7 Year History Analysis tab lists the number of times listed events occurred

during each year (grouped by month).

Cardholder Account Profile
Financial History

b oo

I Card Accourt Number: "erssmersess, 5683, ROSEANNE BUTLER

Swiitch Accounts

12 Manth History r 7 Wear History Analysis r 7 Wear History

not.

Billed

Statement Generated
Owverlimit

Past Due 01-30 Days
Fast Due 31-60 Days
Fast Due 61-90 Days
Fast Due = 91 Days
MEF Check

Small Balance Written Off
Furchases

Cash Advances

A ki A A A

ZEEZEZZZZZ £ Z
Z ZZZZ Z Z Z =<
ZEEZEZZZZZ £ Z
ZEEZEZZZZZ £ Z
ZEEZEZZZZZ £ =

=
=
=
=
=

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

07/08 O06/08 05/08 04/08 03/08 02/08 01/08 12/07 11/07 1007 09/07 0807

A

ZEZZ=ZZZZEZZ

A A A A A A

ZEZZ=ZZZZEZZ
ZEZZ=ZZZZEZZ
ZEZZ=ZZZZ EZ =
ZEZZ=ZZZZEZZ
ZEZZ=ZZZZEZZ
ZEZZ=ZZZZEZZ

== Backto Cardholder Account Surmmary

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

month/year.

Tip /1f you are viewing a managing account, then you can also view the extract

(flag and router) information.
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Set Up Accounting Validation
Controls

In this section, you will learn how to:

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

e Create an alternate accounting code (AAC)

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

Key Concepts

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

Accounting Code Structure

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

Parent Accounting Validation Controls

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

The rules in an AVC determine:

e If a value for a specific segment is required

e If avalue for a specific segment must be numeric

e [f a value for a specific segment is on the list of valid values

e Ifavalue in one segment is dependent on the value in another segment

e If any of the above rules should be combined
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Valid Values Lists

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

Alternate Accounting Codes

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

Tip / Before you begin, make sure that you know your organization’s naming
convention for child AVCs and AACs.
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Accounting Validation Control lllustration
The illustrations below show these concepts.

Accounting Code Structure
Segment 1: Segment 2: Segment 3: Segment 4:

Appropriation OAC ASN uic

(20) (2) (S) (6)

f * * We base a parent AVC on your

accounting code structure.
Parent AVC

Segment 1 Segment 2 Segment 3 Segment 4
Valid Values: Valid Values: Entry No rules
600 valid 50 valid required
values values

v ¥ v 4

Child AVC

Segment 1 Segment 2 Segment 3 Segment 4
Valid Values: Valid Values: Entry Entry
Subset 50 of Subset 25 of required required
the par!ant the_ 50 parent You base a child AVC on the
600 valid valid values parent AVC.
values

v v v v

AAC

Segment 1 Segment 2 Segment 3 Segment 4
Value: Value: Value: Value:
12345678901 22 12345 123456
234567890

e

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

©2010 U.S. Bancorp
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Learn More. Refertothe Access Online: Accounting Code Structures
user guide and lesson for additional information on accounting code structures.
Refer to the Access Online: Accounting Validation Controls user guide and lesson
for information on all aspects of parent and child AVCs and AACs. Be sure to also
review the Accounting Code Management recorded class.

Create a Child Accounting Validation Control

U.S. Bank Access® Online

System Administration ) * Log Out

Accounting Code Manageme t

Manage Accounting Code Structures, Accounting

LELGEEGLEGEREGEGl  Validation Controls, Yalid Values Lists, and Alternate

Travel Expense Accounting Codes.

Management

Account Information Merchant Allocation Rules

Data Exchange Establish automated rules that contral how incaming
. fransactions are allocated to padicular accounting

Reporting codes, based on the Merchant Category Code (MSG)

My Personal Information associated to a fransaction.

Home
Contact Us

To create a child AVC:

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

2. Selectthe Accounting Code Mgmt sub task.
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Accounting Code Management

Accounting Code Structure

Create or modify structures for viewing, entering, and changing
accounting codes throughout the system.

Accounting Validation Controls

Create, view, madify and delete the rules for accountiy de walidation.

m Create Mewe Accounting Walidation Control
m Create FModify [ Delete Child Accoutiting Yalid4tion Cantrol
= fodify f Delete Accounting Validation Control

Mote: The management of custom and subset valid values lists is done
through the "Create f Modify [ Delete Child Accounting Walidation
Cantrol" link ar "Modify f Delete Accaounting Validation Contral” link

Valid Values Lists

Create, view and delete lists ofvalid accounting code values. Also add,
replace or delete values within a list.

m Cregte Mew Yalid Walues List
m hodify F Delete Yalid Yalues List

Alternate Accounting Codes
Create, view, modify and delete the full lines of accounting that can he
uszed for reallacation,

3. Click the Create/Modify/Delete Child Accounting Validation Control link.
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A
Accounting Validation Controls

Search & Select Accounting Validation Control

I Client Relationship: ACWEQD4 CP Organization Switch Relationships

To search for an Accounting Yalidation Control (8% C), type a full or parial name in the Accounting Code
Structure name andfor Processing Hierarchy Position text boxes. Leave both blank to return all A¥Cs. Click
the "Search" button, then select an Accounting Validation Contral fram the list helow

Flease use the list below if you wish to create a Child

Account Validation Contral (8YC) Mame:
| /7

Accounting Code Structure Name:

T T i

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

AVC Type:

IFarentAVC 'l
Processing Hierarchy Position:

Hierarchy Type: Bank  Agent  Company Division: Department:

|Definedat x| | | |

RS-~

Records1-2 of 2

o

Accounting # Aternate  Processing Hierarchy Position
Select AVC Name Code Structure AVC Type Parent AVC Accounting Codes Bank Agent Company Dimvision Department Segment(s)
e Demo AVC (APSIGAFS - O&M) DEMO ACE Parent 2 3058 0066 APPROPRIATION , OAC  ASMN
‘ i Dermo AYC {Stanfins) DEMO ACS Parent 2 3058 006B APPROPRIATION | OAC  ASM

Records 1-2 of 2
Create Child AVC

4. Search for an existing AVC to base the new child AVC on, if needed:
a. Specify search criteria.
b. Click the Search button.
Select the parent AVC to base the new child AVC on.
Click the Create Child AVC button.
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Accounting Validation Control
Create a Child Access Online Validated Accounting Validation Control

I Client Relationship: ACKMEDS CP Organization Switch Relationships

*= required
General Parameters
Farent Accounting Yalidation Control Mame: Demo AYC (Stanfing)

Your screen will be set with a
specified Bank/Agent values that
you should not change.

Defined at™
Bank: Agent. Company:

q 3058 0O0GR
\Assigned at®
&+ Do not assiogn
Bank, Agent: Company. Division: Department:

© 3058 o066 | |

Nearch for Position or Add Multiple

Accounting Validation Contral (AW Marme:™

I 7

&:‘.{C Status: The validation triggers are not editable,
AVC Enabled so do not open or attempt to modify the

% AT Disabled

Q [+] Validation Triggers

== Backto Search & Select Accounting Walidation Control

validation triggers.

Leave the Assigned at setting at the Do Not Assign radio button.
Type a name for the child AVC using your organization’s naming convention.
Select the AVC Enabled radio button.

10. Click the Save and Continue button.
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. - ' 4
Accounting Validation Control #* Log Out
Modify a Child Access Online Validated Accounting Validation Control

I Cliert Relationship: ACMEDS CP Organization Switch Relationships |

i ] AVC Child AVC 1 successfully saved.

*=required
General Parameters

Parent Accounting Validation Control Name: Demo AYC (Stanfins)
Mumber of Created Alternate Accounting codes (AAC): 0 Manade Alternate Accounting Codes
Defined at™

Bank: Agent. Company:
3058 OO0G6H I Select Position

Assigned at™
{* Dionotassign
Bank: Agent. Company. Division: Department:
3058 0066 [ | Search for Position or Add Multinle

Accounting Yalidation Control (AWC) Mame:™
Child AVC 1

AWVC Btatus:
+ Ay Enabled
 AVC Disabled

[+] Validation Triggers Return to top | Go to Sawe

[+] Validation Settings Return to top | Go ta Save

N Save avc 3R Delete AvC

== Backto Search & Select Accounting Yalidation Control

11. Open the Validation Settings area.
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AVC Status: E

H
@ AW Enabled 3
© v Disabled 5
[+] Validation Triggers Return o top | $oto Save }
[-] Validation Settings Return to top | Goto Save
Current Validation Method: Access Online  Switch to Client Systern Validation
Validation Rules
The following contrals allow you to set rules on how the segments listed below are validated. To validate a
segment using a Custom Valid Yalue List, click the "Custam WL" link belows

APPROPRIATION OAC ASN

No Validation

Validate Numeric

Valid Vialue Assistance
Walidate Against a Wl

Enter or Select from List
without Validation

Entry Required

Current VWL s Used For Validation Within This AVC
To remove a WL, click the checkbox next to the appropriate WL and click the "Delete WL" button. The value
nextto the WL is the number of WL values in the WL

Select VWL Name (#)
Appropriation (6)
Create Subset VWL

PPRIATION OAC ASN UIC PEC ORG MFP JO SAR WCR RBC RSC ClI OC GPS

ASH(8)
Create Subset W1

== Backto Search & Select Accounting Validation Contral

12. Select the additional restrictions on the child AVC:

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

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

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

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

13. Click the Save AVC button and then click OK on the confirmation message.
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Create a Subset Valid Values List

While you are creating a child AVC, you can create a subset VVL based on the
values of the parent AVC’'s VVL.

AVC Status: E
& mC Enahbled
4G Disabled

[+] Validation Triggers Return to top | Go to Save
[-] Validation Settings Beturn to top | Boto Save

Current Validation Method: Access Online  Switch to Client Systerm Validation

\alidation Rules
The following contrals allow you to set rules on how the segments listed below are validated. To validate a
segment using a Custom Valid Value List, click the "Custam WL link below.

APPROPRIATION OAC ASN

No Validation
Validate Numeric
Valid Value Assistance v

Validate Against a WL =
Eriter or Select fram List o h =

without Validation
Entry Required r i Note that the parent AVC has a
VVL for the Appropriation
Current VWLs Used For Validation Within This AVC segment.

To rermove a WL, click the checkbox i
next to the WL is the number of WL |

S the appropriate Wi and click the "Delete WAL button. Th

APPROPRIATION OAC ASN UIC PEC ORG MFP JO SAR

WCR RBC RSC ClI 0C GPS 7

Appropriation (6)
Create Subset

OAC (8)

Create Subset WL If a subset VVL exists, a link with the
ASH (8) i
o bt VUL name of the subset VVL displays

instead of the Create Subset VVL
link.

@ No Error - 0K
Delete VVL

Save AVC Delete AVC

== BHackto Search & Select Accounting Yalidation Caontral

To create a subset VVL:
1. Click the Create Subset VVL link.
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Valid Values Lists
Create a Subset Valid Values List

I Client Relationship: ACMED4 CP Qrganization Switch Relationships |

To create a Subsetalid Walues List L), type a unigque WL Marme for this Accounting Validation Control
(AYCY and click the "Save & Continue" button.

-

*= reguired

Accounting Code Structure Name: STAMNFING
Accounting Validation Control Name: Child AVC 1
Parent Valid Values List Name: Appropriation

Mew Subszetalid Value List

agment (Length)

|Appropriatiun1 04773

X\

Note the auto-generated name. Type a name based
== Back to Modify a Child Access On]  ON your organization’s naming convention.

Subset Valid Values List Name APPROPRIATION (20) OAC({2) ASN(5) UIC{6) PEC(12) ORG(8) MFP(2) JG

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

3. Click the Save and Continue button.
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Valid Values Lists
Manage a Subset Valid Values List

I Cliert Relationship: ACWEDS CP Organization Switch Relationships

i ] Request has been successfully completed.

Ta change the name of 8 Subset Walid Walues List 000, type a unigue YWL MName far this Accounting
Validation Caontrol (8VC) and click the "Sawe" button.

To delete the Subset vl clickthe "Delete WL" button.

You can also manage the values ofthis Subset WL by selectify values from the Parent WL, teping values
that exist on the Parent WL, or uploading a file with values that exist on the Parent vl

*= required

Accounting Code Structure Name: STANFIME
Accounting Validation Control Name: Child AW 1
Parent Valid Values List Name: Appropriation

Segment (Length)
APPROPRIATION (20) OAC(2) ASN(5)

J3

Subset Valid Values List Name UIC (6) PEC (12) ORG(8) MFP (2)

|Apprupriation Subsetl

= Save I Export vu 3R Deloto L]

== Back to Modify a Child Access Online Walidated Accounting Yalidation Caontral

Learn More.: From this screen, you can select values for the subset, type
values for the subset, or upload a subset file.

4. To select values for the subset VVL:

a. Click the selecting values link.
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Valid Values Lists “

Select Subset Valid Values

I Cliert Relationship: ACMEDS CF Organization Switch Relationships
To add values to the subsetvalid values list (L), search and select Values(s) from the parent YW, then click
"Select ==". To delete values, check the Delete check box. To complete management ofthe subsetvalid
values list, click the "Save" hutton.

You can also manually enter values that match its parent's Wl values.

Accounting Code Structure Name: STAMFING

Parent Accounting Validation Control Name: Demo AVC (Stanfing)
Valid Values List Name:

Accounting Validation Control Name: Child AVC 1

Subset Valid Values List Name: Appropriation Subset1

Search for Valid Values

Enter full or parial segmentvalues, segment value descriptions, or leave blank to view all valid values, Then
click the "Search” hutton.

APPROPRIATION (20)

Walue:

Description:

Search Type: | Begins with 'I

Display |25 | ‘alues perpage

To add avalue to the Selected Subset Valid Walue(s) list, selectthe walue in the listto the left and click
"Select==". To delete a selected value from the list, mark the value in the list to the right. WWhen you are
satisfied with vour selection(s), click "Save".

Found Valid Values @ Selected Subset Valid Value(s)

Ched Al Shown | Unchedk Al Shown

Recordz1 -6 of &

Q Select APPROPRIATION Value Description —> Delete APPROPRIATION Value Description
\ - 11220000000000000000 - 23340000000000000000
\_ 23340000000000000000 (| 54540000000000000004
- 54540000000000000004 56560000000000000001
(| 46560000000000000001
[l J7F70000000000000003
| 87770000000000000005

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

Q Records 1 -6 of &
\ Ched All Shown | Unched All Shown

== Backto Manage a Subset'Yalid Walues List

b. Search for a specific value, if needed.

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

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

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

©2010 U.S. Bancorp 60



Army Resource Manager User Guide

- gt e e P e i TR e T T T
(YRS eERRleg T T
[+] Validation Triggers Eeturn to top | Go to Save
[-] Validation Settings Eeturn to top | o to Sawe

CurrentValidation Method: Access Online  Switch to Client Systern Validation

\falidation Rules

The following controls allow you to set rules on how the segments listed below are validated. To validate a
segment using a Custom Yalid Walue List, click the "Custom WL link below.

APPROPRIATION OAC ASN

No Validation o o« [ [ [ o

Validate Numeric 8l o o [ [ o

Valid Value Assistance v v +" | custorm WL | Custom VWL | Custom WL | Custom WL | Custor WL | Custor WL
Walidate Against 34w/ o [alN N o

| | |e

Entry Required I |~ - Il Il Il Il r

Current VWLs Used For Validation Within This AVC
To remove a ¥WL, click the checkhox next to the appropriate YL and click the "Delete WL hutton. The value
next to the Wl is the number of VWl values in the WL

Select VWL Name (#) APPROPRIATION OAC ASN UIC PEC ORG MFP JO SAR WCR RBC RSC
Appropriation (6)
Subset: Appropriation Subset 1 (3)
OAC (8)
Create Subset Wl
ASN (8)
Create Subset W1

@ No Error - 0K \

Note the subset name and
| Save AVC number of values.

== Backto Search & Select Accounting Yalidation Cantral

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

Are You Sure?

Ni'ou have chosen fo modify 242 Child AYC 1. Changing this AYC means that the Accounting Code Validation
far the Managing Accounts and Cardhalder Accounts using this AVC will change.

Q Are you sure you want to change this 2YGC?

N €

7. Review the parameters of the changes.
8. Click the Yes button.

©2010 U.S. Bancorp 61



Army Resource Manager User Guide

Create a Custom Valid Values List

You can create a custom VVL for a segment that does not have a VVL in the parent

AVC.
- o e P M e o T TN N i T T T
MY RRSwEEbed T
[+] Validation Triggers Eeturn to top | Goto Save
[-] Validation Settings Eeturn to top | Go to Save

Current Validation Method: Access Online  Switch to Client System Yalidation

Validation Rules
The fallowing contrals allow you to set rules on how the segments listed below are validated. To validate a
segmentusing a Custom Valid Walue List, click the "Custom YWL" link below.

APPROPRIATION

No Validation

Validate Numeric

Valid Value Assistance o v | ¥ Custorn WL | Custom WL | Custorn WL | Custorn WL | Custom WL | Custo
walidate Against 3w/l o [alN I o

Enter or Select fiom List c | @ Note that the parent AVC does

Entry Required r Ol e - - ~| not have a VVL for UIC.

Current VVLs Used For Validation Within This AVC
Toremave a WL, click the checkbox next to the appropriate Wl and click the "Delete WL button. The value
next to the YL is the number of VWL values in the Wi,

Select VWL Name (#) APPROPRIATION OAC ASN UIC PEC ORG MFP JO SAR WCR RBC
Appropriation (6)

Subset: Appropriation Subset 1 (3}
OAC (8)
Create Subset YW1
ASN (8)

Create Subset Wl

RSC Cl

savo avc 3 Deleto AVC ]

== Backto Search & Select Accounting Yalidation Contral

@ NoError - Ok

To attach a custom VVL to the child AVC:

1. Click the Custom VVL link. On the screen that displays, you can either upload
a file or manually type in values to create the list.
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= - y 4
Valid Values Lists

Create a Custom Valid Values List

I Client Relationship: ACMEDD CF Organization Switch Relationships |

To create a Customn Yalid Walues List (2L, type a unigue WL Name far this Accounting Validation Contral
(AVCY and selact at least one unassigned segment that will be associated to this YL Then click the "Save &
Continue™ hutton.

*= reguired

Accounting Code Structure Name: STAMFIMG
Accounting Validation Control Name: Child AVC 1

MNewy Custorm Valid Value List

Unassigned Segment (Length)

Custom Valid Values List Namg APPROPRIATION (20) OAC (2) ASN(5) UIC (6) {12) ORG(8) MFP(2) .
IChiIdAVCHEM?BD

Existing Walid walue List(s) within AVC DEMO ACS

Segment (Length)
Valid Values List Name APPROPRIATION (20) OAC(2) ASN(5) UIC (6) PEC(12) ORG(8) MFP(2) JG
Al
i
oc
Appropriation
== Back to Madify a Child Access Online Walidated Accounting Walidation Cantral %

2. Type a new hame for the custom list using your naming convention.
3. Ensure you have the correct segment check box selected.
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Valid Values Lists
Manage a Custom Valid Values List

I Client Relstionship: ACMEDS CF Qrganization Switch Relationships

O Request has been successfully completed.

To change the name of a Custom Yalid Values List (400, type a unigue WL Mame for this Accounting
Yalidation Control (8%C) and click the "Sawve" button.

To delete the Custorn %L, click the "Delete WL button.

You can manage the values ofthis Custom WL by typind values ar uploading a file.

*= required

Accounting Code Structure Name:  STANFINS
Accounting Validation Control Mame: Child AVC 1

Segment (Length)
Custom Valid Values List Name APPROPRIATION (20) OQAC({2) ASN(5) UIC(6) PEC(12) ORG(8) MFP{2) JO|

| UIC Custom WL * v

“save 3 Export vvi IR Deleto VL)

=< Backto Modify a Child Access Online Yalidated Accounting VWalidation Contral

4. To upload values, click the uploading a file link.
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Upload Valid Values List
Start Upload

I Client Relationship: ACMEDD CP Organization Switch Relationships

To beginthe upload process, type the desired file path and filename or click "Browse. " to select the file. Click
the "Continue" bhuttan to continue to final step ofthe upload process.

*=required

\alid Values List Information

Yalid Values List: Child AW 1104780
Accounting Code Structure:

Child Accounting Walidation Control: Child W C 1

String Length: 2
Segments (Length); LI (B)
Upload File Requirements:
Required File Format: Tah Delimited File {bd
Far a Single-Segment Row: “Valid Value" tah] "Seqgment Yalue Description” [return]
OR
Far a Multi-Segrment Row: “Waluet Yalue 2" [tab] "Segment Walue 1 Description” [tab] "Segment

Yalue 2 Description” [return]

Mote: ou do not need quotation marts ™ ™) around the descriptions.

File to Upload:™
Q |C:'\Up|c:ad Filest UIC Customw/Lixt Browse... |

5. Search and select afile.
6. Click Continue. The system attaches the custom VVL to the child AVC.

Tip/Your file name cannot contain any spaces or special characters. The file

structure must be in a tab-delimited text file with the value separated from the
description with a tab, as shown below.

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

[P UICCustomYYL.txE =10l x|

File Edit Faormat Yiew Help

i copypaper -
22 fo¥cesupp1ies -
33 pencils

dd penzhlue
55 ensred

=13 black
| The <TAB> is between these two fields. I
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Upload Valid Values List
Verify Upload

Yerify the Valid ¥alue List information and select the desired File Action you would like to perform. If the
destination information and the upload preview appears carrect, click the "Finish" button. Ifany af the
information or previesy is incorrect, click the "Cancel" button to return to the Start Upload screen.

* = reguired
Destination Information

Yalid Walues List: Child AVC 1104780
Accounting Code Structure:

Child Accounting Walidation Control; Child AWC 1

WL String Length: 2

Current# of VWL Records: 0

Q File Action™
= Add values in upload file to selected WL

\(“ Replace allvalues in the YWl with the values in the upload file
If dependencies exist:
& Cancel upload
' Skip dependencies & continue upload
= Delete the values in the WL that match the values in the upload file
If dependencies exist:
& Cancel upload
7 Skip dependencies & continue upload

Upload Preview
First & walues of 7 values

Please note: Ajl Segment descriphions will be fruncated fo 40 charachors.

Row # ValidValue (2) OAC

Description (40)
1 11 copypaper
2 22 officesupplies
3 33 pencils
4 44 penshlue
4 a4 pensred

0]

7. Select the radio button for the File Action option you want.
8. Review the preview.
9. Click the Finish button.
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Upload Valid Values List

Upload Confirmation

Upload Status

The Upload process completed successiully with no errors. AL upload status 1og has been sent to yvour
Data Exchange Mailbox with details.

File Upload Process Summary

Yalid Walues List: Child AVC 1104780

Upload File Mame:  Cillpload FileglDAC L Tt
File Action: Add

mMumber of Values in the WL prior to upload:
Mumber of Yalues in the Upload file:
Mumhber of Values added successfully:
Mumber of Yalues that were not added:

[ =

Total Mumber ofWalues in the VWL after upload: 7

10. Review the upload information.
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'WVWWW'V'_"“WMW” ik

[+] Validation Triggers

Beturn to top | Go to Save

[-] Validation Settings

Eeturn to top | o to Save

\falidation Rules

CurrentValidation Method: Access Online

Switch to Client Systern Walidation

The following contrals allow you to set rules on how the segments listed below are validated. To validate a
segment using a Custom Valid Walue List, clickthe "Custom WL link below.

e T

APPROPRIATION OAC ASN uic PEC ORG MFP
No Validation = @& o
Validate Numeric 8 .
Valid Value Assistance . . | Custom vl | Etstom WYL | Cus
validate Against a WL c s o
Enter or Select from List o Il o) i*
without Yalidation
Entry Required r r -

Current VW1 s Used For Validation Within This AVC
Toremove aL, click the checkbox next to the appropriate WL and click the "Delete W_L" button. The value
next to the WL is the number of WL values in the WL

o B P

Select VWL Name (%) APPROPRIATION OAC ASN UIC PEC ORG MFP JO SAR
Appropriation {6) ®
Subset: Appropriation Subset 1 (3)

OAC (8) ®
Create Subset VWL

ASH (8) ®

Create Subset VL é
r | Custom: Child AVC 1104780 (7) @ .

@ No Error - 0K

== Backto Search & Select Accounting Yalidation Contral

11. Click the Save AVC button.
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Type Accounting Code Values for a Child AVC

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

Valid Values Lists
Manage a Custom Valid Values List

I Client Relationship: ACMEDS CP Organization Switch Relationships

(i ] Request has been successfully completed.

To change the name of a Custom Yalid Walues List &L, type a unigue WL Name for this Accounting
Yalidation Contral (AVCh and click the "Save" buttan.

To delete the Custormn WL, click the "Delete WWL" button.

You can manage the values ofthis Custom WL by typing values or Uploading a file.

*= required

Accounting Code Structure Name: STAMFIMNG
Accounting Validation Control Mame: Child AVC 1

Segment (Length)

Custom Valid Values List Name APPROPRIATION (20) OAC (2) ASN(5) UIC(6) PEC(12) ORG(8) MFP(2) JO|
I UIC Custorm WL * v

" savo 3 Export vvi. 3R Doloto VL)

== Backto Modify a Child Access Online Validated Accounting Yalidation Contral

To type values, click the typing values link on the Valid Values List: Manage
Custom Valid Values List screen. Specify the number of values you want to add,
click the Add button, and then type the value and description. Click Save when you
are done.
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Valid Values

Manage Valid Values

I Client Relationship: ACMEQD CP Organization Switch Relationships

Valid Values List Name:  ASN Custormn Wl
Enterfull or partial seament values, seamentvalue descriptions, or leave blank ta view all valid values. Then
click the "Search" button.

Walue: I

Description: |

Search Type: IEIegins wirith 'l

Display |25 'l Walues per page

Use these fields to search for a specific
value. You can edit values on this screen,
as well as type new values.

To add new Valid Yalue(s), select the number of new values you wish to create and click the "Add" hutton.
To delete “alid Yalueis), check the "Delete” checkbox on the correspanding row you wish to delete.

To complete management of Walid Value(s) (add, modify, delete), click the "Save" hutton.

|

m |1 'l Mew Valid Value(s)

Records1 -5 of 5

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

Segment Value Segment Description
ASN

r |copypaper

- s ftoner Type the new values and descriptions in
the blank fields.

r |3e34s [mens

= | , —
Edit any existing values and/or

- | ! descriptions.

Records1 -5 of 5

mﬁj Click Save when you are done. I
== Hackta Search, Select
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Create an Alternate Accounting Code

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

Accounting Code Management

Accounting Code Structure

Create or modify structures for viewing, entering, and changing
accounting codes throughout the system.

Accounting Validation Controls

Create, view, modify and delete the rules for accounting code walidation.

= Cregte New Accounting Validation Control
m Cregte f Modify F Delete Child Accounting Yalidation Contral
m hodify f Delete Accounting Yalidation Contral

Hote: The management of custom and subsetvalid walues lists is daone
through the "Create r Maodify f Delete Child Accounting Validation
Cantral’ link ar"Modify I Delete Accounting Validation Contral” link

Valid Values Lists

Create, view and delete lists of valid accounting code walues. Also add,
replace or delete values within a list.

m Cregte Mew Walid Walues List
m Modify [ Delete Walid Walues List

Alternate Accounting Codes
Create, view, modify and delete the full lines of accounting that can he
used for reallocation,

To create an AAC:

1. Onthe Accounting Code Management screen, click the Alternate Accounting
Codes link.
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]
Accounting Validation Controls

Search & Select Accounting Validation Control

I Cliert Relationship: ACMEQ4 CF QOrganization Switch Relationships

To search for an Accounting Yalidation Control (8%C), type a full or partial name in the Accounting Code
Struciure name andfor Processing Hierarchy Position texd boxes. Leawe both hlankio return all AVCs. Click
the "Search” button, then select an Accounting Yalidation Control fram the list below.

ou can also create an Accounting Validation Contral.

Account Validation Control (AYC) Narme:

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

Accounting Code Structure Mame:

Select Accounting Code Structure

wc Type:
[Shila ave =]
Processing Hierarchy Position:

Hierarchy Type: Bank:  Agent.  Company: Division: Department
[Defnedat x| | | | | | Select Position

Nz

Records 1- 4 of4

APPROPRIATION , OAC  ASM,
APPROPRIATION , QAC  ASM,
APPROPRIATION , OAC  ASN,

ting Processing Hierarchy Position
AVC Name ounti es Bank \ Company Division Department Segment(s)
00BEDemOChid  gramFINg Child Demna AVC (Stanfing) 3 3058 APPROPRIATION , OAC , ASH
0066Demaonstration  STANFING Child Dermo AVC (Stanfins) 3
00BETraining STANFINS Child Dierma A¥C (Stanfing) 3
Child A¥E 1 STANFINS Child Demn AVG (Stanins) 0

Records 1- 4 ofd

!

2. Search for a child AVC to base the new AAC on:
a. Specify search criteria.
b. Click the Search button.

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

Ti,O /You can also click the AVC name link to create an AAC. Simply click the

Manage Alternate Accounting Codes link to continue.

Accounting Validation Control
Modify a Child Access Online Validated Accounting Validation Control

[ Ciizrt Relstionship: ACMEDA PC Organization Switch Relationships
*= required

General Parameters

Parent Accounting Validation Contral Name: |APS-GAF S O&M
Mumber of Created Alternate Accounting codes (AAC): 0 Manage Alternate Accounting Code:

Defined at™
Bank:  Agent. Company:

3058 0064 Select Position
Agsgigned at™*

& Do notassign
Bank: Agent Company: Division: Department
3058 0oed Search for Position or Add Multiple

Accounting Validation Control (AVC) Name™
Sample Child AvC 1

AVC Status
= AVC Enabled
 AVC Disabled

[+] Validation Triggers Eetuinto top | S0 to Save
[+] Validation Settings Eetuinto top | Go to Save

210 Avc 3 Dolts AV

=< Back1o Search & Select Accounting Yalidation Contral
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Alternate Accounting Codes

Manage Alternate Accounting Codes

I Client Relationship: ACMEQDS CP Organization Switch Relationships
Accounting Code Structure Name: STAMFINS

Accounting Validation Control Name:  Child AV 1

Search for an Alternate Accounting Code by typing a full or partial KMame andiar typing a full ar partial Segment Walue
and optionally selecting whether to search in all seaments, one specific segment, or many seaments. Select
whether to search for the Mame andfor Segment Value anly at the heginning of the field ar anwwhere within the field.
Be aware that searching for a contained phrase may slow down the search. Then click the "Search” button.
Alternate Accounting Code Marme:

Segmentalue:

Segment Name(s):

I contained ampwhere within Mote: Hold down the Cirl key to make multiple selections.

All -~
AFPROFRIATION j
DAC

fields to modify an alternate

Search )
accounting code.

Alternate Accounting Code List

Toadd an Alternate Accounting Code (AAC), selectthe number of AACs desired and click "Add". Type a unigue
AAC Mame and supply segment values.
Single segment values may be typed or selected by clicking the Search icon {ifthe seamentis
associated to a valid Values List)
Multiple values for a segment may be entered by clicking the "Details” link ar selected hy clicking the
Search ican.

To modify an AAC, change the AAC Name or segment values as described ahove.

ASM

(W]

PEC x|
Search Type: [Beains with =] You will use these search

To delete an AAC, check the Delete checkbox.
Q To complete managerm y ne AACS (add, modify, delete), click the "Save" huttan.
w |1 J Mew Alternate Accounting Code{s)

* = required

Accounting Code - Segment Name(Length)

Delete Alternate Accounting Code Name APPROPRIATION (20) OAC (2) ASN (5) UIC (6) PEC (12) ORG (8)
Mo Altemate Accounting Codes cumendly exist, Click “Add Yto ereate Altemate Accourting Codes.

Existing alternate
accounting codes
display here.

== Backto Search & Select Accounting Validation Cantral

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

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

©2010 U.S. Bancorp 73



R B T e  al

Search Type: | Begins with =

Alternate Accounting Code List

Toadd an Alternate Accounting Code (RAC), select the number of AACs desired and click "Add”. Type a unigue
AAC Mame and supply segmentvalues.
Single segment values may be typed or selected by clicking the Search icon (ifthe segment is
assotiated to a Valid Values List)
Multiple walues for a segment may be entered hy clicking the "Details" link or selected by clicking the
Search ican

Tomodify an AAC, change the AAC Mame or segmentvalues as described above
Todelete an AAC, check the Delete checkbox

To complete management of the AACs (add, madify, delete), click the "Sawe" buttan

m 1 ] MNewAlternate Accounting Code(s)

*=required
Records 1- 1 of 1

Delete Alternate Accounting Code Name

cor— 7
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e AN

At TNt V‘w%

@ Search for valid value

Records1- 1 of 1

== Back to Search & Select Accounting Yalidation Control

D g Code - Segment Name(Lengt
APPROPRIATION (20) OAC (2) ASN (5) UIC (6)
] Details [ Q Detils [ QDetils [ 7 Details

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

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

appropriate segment fields.

8. To select values from a valid values list:

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

Alternate Accounting Codes
Manage Segment Details

I Client Relationship: ACMEQS CF Organization Switch Relationships |

When you are finished managing the details of this segment, you may return to the Manade AAC screen by
clicking "Hald Details & Return” or manage the next segment of this ASC by clicking "Hald Details & Manage
MNext Segment’ (unless you're already on the 1ast segment).

Accounting Code Structure Name: STAMFINS
Accounting Validation Control Name: Child A¥C 1

Alternate Accounting Code Name: Sample AAC 1
Segment Name{Length): APPROPRIATION (200
WValid Values List Name: Appropriation Subset

Segment Values

To add a Segment Yalue, type it in the Segment Walue text box and click "Add==". To add multiple values,
repeat this action for each additional Segment Yalue. Orvyou can Search & Select Valid Walues.

Toremove a Segment Walue, select it in the Segment VYalue(s) tahle and click "==Remaove".

Segment Value: Segment value(s):

) Mote: Hold down the Ctrl key to make multiple seledions.

<< Remove

Entry Required

Entry is MOT Required for this Segment hased on the Accounting Validation Control, do you want to make
it required when reallocating to this Alternate Accounting Code?

T ves Mo

Hold Details & Return Hold Details & Manage Next Segment

=< Backto Manade Alternate Accounting Codes
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Manage Alternate Accounting Codes “

Search & Select Valid Values

I Client Relationship: ACKMEDS CP Organization Switch Relati hi |

Accounting Code Structure Name: STAMFING
Accounting Validation Control Name: Child AYC 1

Alternate Accounting Code Name: Sample AAC 1
Segment Name(Length): APPROPRIATION (200%
Valid Values List Name: Apprapriation Subset1

Search for Valid Values

Enter full or partial seament values, segmen descriptions, or leave blank to view all valid values. Then
click the "Search” button.

APPROPRIATION (20

Walue: I

Description:

Search Type: | Begins with 'l
Display |25 'l Yalues per page

Search

To add avalue tao the Selected Valid Valueds) list, select the value in the listta the left and click "Select==". Ta remoave a selected value fram the list, mark
the value in the listto the right and click "==Remaove". YWhen you are satisfied with yvour selectionis), click "Accept WValue(s)"

Found Valid Values aclected Valid Value(s)

Chedc Al Shown | Uncheck Al Shown
Records1-32 of 2

Select APPROPRIATION alue Descriptio —> Remove APPROPRIATION Value Desc
N‘ 23340000000000000000 y| T 23340000000000000000
N 54540000000000000004

[ S6560000000000000001

Records 1-3 of 3

Check Al Shown | Uncheck All Shown

== Back to Manage Alternate Accounting Codes

Search for a specific value, if needed.
Select a value.

Click the Select button.

Click the Accept Values button.

™ o o T
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Alternate Accounting Codes

M:mage Alternate Accounting Codes

| Client Relztionship: ACMEQ4 CP Qrganization Switeh Relationships :

Accounting Code Structure Name: STAMFING

Accounting Validation Control Name:  Child AV 1

Search for an Alternate Accounting Code by typing 2 full or partial Name andfor typing a full or partial Seament Value

and optionally selecting whether to search in all segments, one specific segment, or many segments. Select

wihether to search for the Name andiar Segment Value only at the beginning of the field or anywhere within the field

Be aware that searching for a contained phrase may slow down the search. Then click the "Search” button.

Alternate Accounting Code Name:

Segment Value: Segment Name(s): {

I contained anywhere within Note: Hold down the Cirl key o make multiple selections é
All

Search Type: | Begins with

Alternate Accounting Code List

To add an Alternate Accounting Code (AAC), selectthe number of ARCs desired and click "Add". Type a unigue
AAC Marme and supply segmentvalues
Single segmentvalues may be typed or selected by clicking the Search icon {fthe segment is
agsociated to a valid Values List)
Multiple values far a segment may be entered by clicking the "Details” link or selected by clicking the
Searchicon

To modify an AAC, change the AAC Mame or segmentvalues as described ahove.
To delete an AAG, check the Delete checkbox

To complete management of the AACs {add, modify, delete), click the "Sawe" button.

m |1 'I Mew Alternate Accounting Code(s)

*= required

Accounting Code - Segment Name(Length)

Delete Alternate Accounting Code Name APPROPRIATION (20) OAC (2) ASN (5)
r [Eample AACT 23340000000000000000 X Details 1 Q Details [33333 | A Detais

Q) Search for valid value

B\ save )

== Backto Search & Select Accounting Validation Control

9. When you are done and have a value for every segment, click the Save button.
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T7p! You can see the number of AACs associated with a child AVC.

/Accounting Validation Controls §
%(

Search & Select Accounting Validation Control

Cliert Relationship: ACMED4 CF Organization Switch Relationships

To search for an Accounting Validation Contral (AVC), tepe a full or partial name in the Accounting Code
Structure name and/or Processing Hierarchy Position text boxes. Leave both blank to return all AYCs. Click
the "Search” hutton, then select an Accounting Validation Contral fram the list below.

*fou can also create an Accounting Yalidation Control.

AccountValidation Contral (AVYC) Name:

Accounting Code Structure Mame

Select Accounting Code Structure
AWC Type:

Child AVC =
Processing Hierarchy Position:

Hierarchy Type: Bank: Agent: Campany: Division:  Department:
|Deﬂnedat ﬂ | | | | Select Position

Records 1-4ofd

# Aternate  Processing Hierarchy Positi

AVC Name AVC Type Parent AVC Bank Agent Company on Department Segment(s)

00BEDemoChild STANFING Child Dema AYG (Stanfins) 3 3058 008B APPROPRIATION , OAC , ASN , UIC , PE{
00EBDemonstration  STANFING Ghild Dermo AYG (Stanfins) 3 3058 0086 APFROFPRIATION , OAC , ASH , UIC , PE¢
00BETraining STANFINS Child Dema AC (Stanfins) 3 3058 008B APPROPRIATION , OAC , ASN , UIC , PE
Child AVC 1 STANFING Child Derma AYG (Etanfins) 1 3058 008B APFROPRIATION , OAC , ASN , UIC , PER

Records 1-4ofd

Note the number of AACs

associated with the child AVC.
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Run a Standard Report

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

U.S. Bank Access” Online

Request Status Queue
Active Work Que! Reporting

Program Management Tax and COmpIiance Management

General program management activities and maonitar Estimate salesiuse tax, track spending for 109971057
company policy compliance. vendors, and perform other regulatory reporting.
Financial Management Administration

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

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

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

Spend Delinquency Management
Account Spend Analysis Account Suspension
Summary of account spending (excluding merchant detaily. FProvides information on open accounts that are past due and

suspended or pending sUSpension.
Cash Advance

Detail of account cash advances including transaction Charge-0Off
amount, date, andg, hce numher, Infarmation on accounts that have been charged off, including

charge-off date, balance charged-off, and recovery amoaunt.
AdministratiZzn Past Due
Account List Accounts with past due balances and the number oftimes
Frequently used account level information such as open date,  pastdue situations have occurred.
lasttransaction date, single purchase limit, credit limit, ete.
Account Status Chande Allocation Rules Management
An exception report that lists accounts with a change status of - Merchant Allocation Rule Sets
loststalen, clased, or re-opened. Summary of merchant allacation rulas sets and detail of
associated allocation rules.

Order File History
History of order file loading and matching.

Ceclined Transaction Authorizations

Declined Transaction Authorizations report provides details of
declined trangaction authaorizations infarmation along with
related account and merchant information.

Eeguest Status Gueue
Histary of changes made to Accounts.

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

By default this report will return all results associated with blank fields, unless otherwise noted. To limit
results, enter specific criterizgamamarnk fields.

*= required

A
* Log Out

Date

@ Last Maintairdd Date Range: o Account Open Date Range.

Begin Month  Begin Day  Beqin Year End Maonth End Day

End Year

o

Account Information

Account Status:
Haold down the Ctrl key to make multiple selections

Open
Closed
Blank |
Account Type

Cardholder Account

Method.
Hold down the Cirl kew to make multiple selections,

Data Feed
File
Manual

El

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

Additional Detail /
Selected options allow a drill-down to additional detail if availahle

[T Default Accounting Code ™ Merchant Autharization Control Details
™ authorization Limits ™ Werchant Autharization Control Limits

™ Demographics
™ account Information

9

Sort Report By

|AnnnumName j |Annnum Status

| [MoSon

& Ascending Order
© Descending Order

& Ascending Order
© Descending Order

| [MoSon

& Ascending Order
© Descending Order

Report Output

FDF =2
Cutput Parameter Page Placement:

Selection defines the location ofthe Parameter Page details on the repaort output
End

Group Report By
] Processing Hierarchy Position: *
If selected, a processing hierarchy position is required
\ Bank: Agent: Company: Division Cepartment.
(o] Reporting Hierarchy Position.

[30s8  [e6 |
If selected, a reparting hierarchy position is reguired.
Bank Level 1:  LevelZ:  Level3:  Leveld

[3058 [47163  [oooos  [otoon  [soza

o Account Number(s,
If selected, at leag] hunt is required. Separate multiple accounts by a comma and no spaces.
I Search for Accounts

Search for Position or Add Multiple
Level &

Level 6: Level 7:

Search for Position ar Add Multinle

Mm Create Scheduled Report

== Backto Prograr Managerment

Specify a date range.

Select which additional detail to include in

N o g &

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

your report.

Specify how you want to sort the report information by selecting a field and then

selecting to sort the data in that field in ascending or descending order.

Select the report’s output.
Specify how to group the report data:
a. Select a radio button.

b. Type the value or click the Search for

©2010 U.S. Bancorp
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Ve =
Program Managerment

Select a Reporting Hierarchy Position

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

Hierartchy Level:
Level 5 =

Bank Leve 9d pvel 2. Level 3 Aleveld:  Leveld:  Level 6 Level 7

To add a position to the Selected Hierarchy Positions, selectthe position in the listto the [eft and click"Select
Position". To remove a selected position fram the list, mark the position in the listto the right and click
"Remove Position”. Whenyou are satisfied with your selection(s), click "Accept Hierarchy".

Found Hierar| tion(s)
Fecords 1- 2 of Selected Hierarchy Position(s)
4 Remove Bank Lvi1 I1v2 1v3 Lvd4 w5 1M6 L7
[ 3058 11790 22222 33337 44444 55555 - 3058 11790 22222 33333 44444 55555
[ 3058 11721 22222 33333 44444 56686 _ << Remove Position i 3088 11791 22222 33333 44444 55555

Check All Shown | U Qg Shown

Records 1 -2 of2

== Backto Account List

Specify search criteria.
Click the Search button.

Select the check boxes for the positions to include.

.o o o

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

Account List - Summary

Status Description Product Type Setup Metheod Update Method

Report Date: 09/09/2008

Account Name:

Account Name:

Account Name:

Account Nam e:

Account Nam e:

Account Nam e:

Account Name:

Account Nam e:

Account Name:

Account Nam e:

Account Name:

Account Nam e:

Account Name:

Account Name:

ROSEAMNMNE BUTLER

Cipen

ANTHONY CARLISLE
Cipen

MARTIN DAMIELS
Cpen

PETER EDGARS
Cipen

FRAMK GUARDADO
Cpen

JOSEPH HANCOCK
Cipen

DOUGLAS JOHMSON
Cpen

SERGE KOSTAS
Cpen

TOBY MANKALA
Cipen

DAMITA MARALDD
Cpen

DOREE MARKS
Cipen

JAKE PEDERSEN
Cipen

LYNETTE PRICE
Cipen

GILBERTC RODRIGUEZ
Cipen

Account Num ber: **** 0005805683
Purchasing Manual Manual
Account Num ber: ***** 0005837678
Purchasing Manual Manual
Account Num ber: **** 0005805667
Purchasing Manual Manual
Account Num ber: """ 0005837 736
Purchasing Manual Manual
Account Num ber: *****0005837702
Purchasing Manual Manual
Account Num ber: """ 0005805717
Purchasing Manual Manual
Account Num ber: *****0008905709
Purchasing Manual Manual
Account Num ber: "*** 0005837 744
Purchasing Manual Manual
Account Num ber: ****0008937710
Purchasing Manual Manual
Account Num ber: *****00053066531
Purchasing Manual Manual
Account Num ber: ™ 0005837660
Purchasing Manual Manual
Account Num ber: **** 0005837654
Purchasing Manual Manual
Account Num ber: **** 0005805725
Purchasing Manual Manual
Acceount Num ber: *****0008905675
Purchasing Manual Manual
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Learn More. The parameters that you need to set for your report depend

on which report you are running. For another example, you can see the more
complex parameters for a Transaction Detail report. For information on how to set
each possible parameter, refer to the Access Online: Running Standard Reports
user guide and lesson. To review a description and sample of each standard report,
refer to the Access Online: Standard Report Samples user guide.

Financial Management m
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Schedule a Standard Report

Scheduling a report is simple and quick. After you access the scheduled reports
function, you simply select a report to schedule, specify the report’'s parameters
(e.g., date range, sorting, filtering, grouping, etc.), and then specify the scheduling
parameters (e.qg., report description, schedule, and recipients). Then, once you save
the report, Access Online automatically runs the report on your scheduled day and
sends the report to your designated recipients’ Data Exchange mail boxes.

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

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

e Schedule date range—The schedule date range establishes a future time
period during which your report will run automatically.

The illustration shows how a report date range and schedule date range work
together.

July 07 August 07

Monday

Tuesday |Wednesd | Thursday | Friday Saturday | Sunday Monday | Tuesday |Wednesd | Thursday | Friday [ Saturday | Sunday

June 25

26 27 28 29 30 July 1 July 30 A August 1 2 3 4 5

23

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

30

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

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

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

Reportin
System Administrati p g

Account Admi gion Program Management Travel Expense Management
General program management activities and monitor Detailed and summary travel expense information.
cornpany policy compliance

Tax and Compliance Management

Finhancial Management Estirmate salesfuse tax, track spending for 109951 057
Wonitor expenditures, track variances and manage account wvendors, and perform other regulatory reporting
allocations.

Administration
Supplier Management These reports allow administrators to support system
These reparts manage@snlier relationships, suppart functionality.
supplier negotiation, hanage spending by category.

Report Scheduler

Wiew and maintain current scheduled repors

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

Custom Reports
Create and configure custom reports.

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

Scheduled Reports m

Scheduled Report List

I Cliert Relationship: ACME Corporation Switch Relationships

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

Report:

[~ Select Fepar- E Once you have reports
Scheduler Mame Scheduler User |D: SChedUIed’ they dlsplay
Select Scheduler in this table.
Recipient Mame: Recipient User ID:
Select Recipient
Date

Activity Date Range
StartMonth StartDay Stat¥ear to  EndMonth End Day EndYear

[ I I M= ME]
 Search J

Not all standard reports
are available to
schedule.

N i ] Last Modified
Output Filename  Description ReportName Scheduler Frequency Status o .. By Last Run

Enter Search Criteria and click the Search button.

Create New Scheduled Repory
7
- Select Report - =l

3. Select a report from the Create New Scheduled Report drop-down list.
4. Click the Go button.
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in mind that Access
Online moves the report date
range forward in time for you, if
you (schedule the report to run
repeatedly in the future.

Financial Management
Account Allocation

I Client Relationship: ACME Corporation Switch Relstionships

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

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

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

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

Each report has unique
Itering options.

Transactions Included

Allocation Status:
All =

Accounting Code

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

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

i Custom: Define Custom

Sert Report By

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

Report Output

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

FDF -

You can specify the
report’s output file type.

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

PDF -
Parameter Page Placement

Selection defines the location of the Farameter Page details on the repart output.
End =

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

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

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

I I I I I Search for Position or Add Multiple

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

I I I I I Search for Position or Add Multiple

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

| Search for Ascourts

Break/Subtotal Level
|- o Breawisubtatal - =l

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

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

== Backto Financial Management

5. Set the parameters for your report, paying careful attention to the date range.
6. Click the Create Scheduled Report button.
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Create Schedule Parameters
Create Schedule Parameters

I Client Relationship: ACME Corporation

Edit the information below, and click the Submit button.

Report Hame: Account Allacation
Scheduler Email: Mone
Scheduler Notification Pre ps: Mone

Qutput Filename: *

Report Description: ®

cial
P name.
e a file

Do not use spaces or spe
characters in the output fil
You do not need to includ
extension (e.g., *.pdf.).

9

|Account Allocation

Schedule

\?epunFrequency: Manth of Period:  Day of Period:

Faorthe previous:

|Mjnlhly j | j |Last Diay

Scheduled Start Date:
Start Month  Start Day Start Year

fou =] f28 | [e007

=l |1 month

Scheduled End Date:
End Month  End Day End Year

Jou = [z6 =] [z007

=

By specifying a period option, you
can specify that your report run on

a specific day during the scheduled
date range

Recipients

Search for Users 7 Include Me

Mo Users Currently Selected

== Back to Account Allocation

7. Type a name (without any spaces or special characters) for the output file in the

Output Filename field.

8. Modify the report description in the Report Description field, if desired.

9. Select a frequency from the Report Frequency drop-down list.

10. Specify the period’'s parameters, if needed (e.g., select a month from the Month

of Period drop-down list).
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Create Schedule Parameters
Create Schedule Parameters

I Client Relationship: ACME Corporation Switch Relationships

Edit the infarmation helow, and click the Submit button.

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

Qutput Filename:

IWeekIy Allocation

Report Description:
IAccount Allocation for Weekly Meeting

an.

|Weekly 4| | =l |M0nday =] |1Week 4|

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

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

Schedule @
Report Frequency: Month of Peri 3 Jay of Period: For the previous:

Recipients

Search for Users [ Include Me

Mo Users Currently Selected

== Backto Account Allocation

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

I Cliert Relationship: ACME Corporation

Switch Relationships

Edit the information below, and click the Submit button.

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

Output Filename: *
IWeekIy Allocation

Report Description: *

IACCDunt Allocation for Weekly Meeting

Schedule

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

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

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

Recipients

Searchfor Users [ Include Me

Mo Users Currently Selected

== Back ta Account Allocation

12. To add recipients:

a. Click the Search for Users link.
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4
Create Schedule Parameters

Search & Select Report Recipients

Enter full or partial use 2, ar leave hlank to view all users. Then click the "Search” hutton.

Uszer d: i L.
7 Select checkboxes display only for recipients
First Mame:

with Data Exchange download capability. Also

Last Mame: note the Data Exchange Yes/No settings.

|Doe 7 |

Regords1-5of 5

Can Download From . Data Exchange Email
Data Exhange Sl TS Notification Preference

User Hame User ID

anndoe2s anndoe@@acre. corm
Doe, Bill billdoes0 Mo billdoe@acme.com Mo

Doe, Jane janedoe?s  Yes janedoe@acme.com ‘fes

- Doe, John johndoelD  Yes johndoe@actme. com Mo
Doe, Pat patdoe3d Mo patdoe@acme.com Mo

Records1 -5 of 5

== Backto Create Schedule Parameters

b. Specify search criteria.
Click the Search button.

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

e. Click the Select User(s) button.
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. 4
Account Allocation

Create Schedule Parameters

I Client Relationship: ACME Carporation Switch Relationships |

Edit the information below, and click the Submit hutton.

Report Hame: Account Allocatian
Scheduler Email: Mone
Scheduler Notification Preferences: Mane

Output Filename: ®
|WeekIyAIIDcatic|n

Report Description: =
|A|:Cu:uunt Allocation for Weekly Mesting

Schedule

Repart Fregueancy: Month of Period:  Day of Pariod: Faorthe previous:
|Weekly j | j |Mnnday j |1 Week j
Scheduled Start Date: Scheduled End Date:

Start Month  Start Day  Start vear End Month End Day End Year

fdu = o =] Je007 [Dec =] |31 =] [eo10

Recipients

Search for Users M Include Me

Remove User Name Email Address Hotification Preferences
Il Doe, Jane janedoe@acme. com res
I Doe, John johndoe@acme.com Yes

You can remove a
recipient at any time by
selecting the user and

clicking the Remove
mm Selected Users button.

== Backto Account Allacation

13. Select to include yourself on the distribution list, if desired, by selecting the
Include Me check box.

14. Click the Submit button. A confirmation message displays.

©2010 U.S. Bancorp 92



Army Resource Manager User Guide

Are You Sure?

Do youswant to change the following fields in the Weekly Allacation report:

Field Old Value Hew Value
EMAIL PREFEREMCE INACTIVE
START MONTH 7
QUTPUT FILEMAME Weekly Allocation
START YEAR 2007
START DAY 9
EMD DAY )|
RUM INTERWVAL W
QUTPLUT FORMAT FDF
RECIFIENT ADDED Doe, Jane; janedosfs
RECIPIENT ADDED  Doe, John: johndoel0
EMD MOMTH 12
SCHEDULE DESCRIPTION Account Allocation for Weekly Meeting
SCHEDULER marysmith4s
RLIM DAYS 1
INCLUDE ME by
Q EMD YEAR 2010
DATAX PREFEREMCE M

Yes, Save Report M No }

15. Review the report’s parameters.

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

Scheduled Reports m

Scheduled Report List

| B ACME Corporation Switch Relationships |

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

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

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

Select Scheduler
Recipient Mame: Recipient User 1D:

Select Recipient
Date

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

Last Modified
Modified By

LastRun NextRun End Deleted

Qutput Filename Description Report Name Scheduler Frequency Status

Enter Search Criteria and tlick the Search buttan

Create New Report

- Select Report - =] [ co ]

Learn More. Forinformation on scheduled reports, refer to the Access
Online: Report Scheduler user guide and lesson.
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Create a Flex Data Report

You can easily create and save customized ad hoc reports in Access Online using
the flex data function. By setting up a report exactly as you need, organized they
way you want, with only the data you need, you can pinpoint the information you
need to manage your unique program. You create a report in three major steps:

e One—Select the report’s primary template and/or additional data template.
e Two—Specify report parameters.

e Three—Preview, save and run the report.

U.S. Bank Access”Online

Request Status Queue

Reporting

Program Management Travel Expense Management
FFr General program management activities and monitar Detailed and summary travel expense infarmation.
o 1 campany policy compliance.
lon) = Ame Tax and Compliance Management
‘mation Financial Management Estimate salesiuse tax, track spending for 10991057

Maonitar expenditures, track variances and manage account vendors, and perfarm other regulatory reporting.
allocations.
Administration

Supplier Management These reports allow administrators to support system
These reparts manage supplier relationships, support functionality.

supplier negotiations, and manage spending by category.

3

Report Schedul X

Wiew and maintaig/iurrent scheduled reparts.

Flex Data Reporting

Create and maintain adhoc repors.

Custom Reports
Create and configure custom reparts.

Home
Contact Us

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

2. Click the Flex Data Reporting sub-task or link on the screen.
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] V] F
Flex Data Reporting * Log Out

Please select ort from the list below,

| Client Relztionship: ACMBN e rporation Switch Relatisnships

My Saved Reparts r Create a New Report |

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

Hame Template Last Modified
Quartetly Transaction Report } .
- Quarterly Transaction Detall Reportfor Managerent Review Meeting 1o 2cion D4/11/2007 10:54

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

== Backto Reporing

3. Select the Create a New Report tab.

i
Flex Data Reporting

Please select a report from the list below.

I Cliert Relstionship: ACME Corporation Switch Relationzhips

My Saved Reports | Create a Mew Report

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

Q PRIMARY REFORT DATA ADDITIONAL DATA
& Transaction [ Allocation
Create a report hased on transaction infarmation. Include additional transaction allocation infarmation.
 Order Merchant Supplemental
Create a report hased on arder information. Include additional supplemental merchant information.
[ order

Include additional order infarmation.

[ Transaction
Include additional trans action infarrmation.

Click CREATE hutton to hegin building a new repoart.

== Backto Reporting

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

5. If desired, select one additional data template from the Additional Data column.
6. Click the Create button.
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Flex Data Reporting

Transaction w/ Merchant, Merchant w/) Click the Save button at any timelto

Report Name: save your work so far.

ITransac’ciun-MerchanLMerch antw/ES, {3Maw2007
Report Description:

|Transacti0n wif herchant, Merchant w/ES|
Report Output: _ If you have already saved the repport,
\OutputTvpe. Qutput Pararmeter Page Placement: then you can click the Revert to Last

| Excel 'I IEnd 'lOptionaIforF'DF only.

Saved button to discard your changes
since your last save.

(~save Y Rover o Last Savod R Preview Layout 3 Run Ropori |

Select Report Data r Fitter for Contert r Sort By Criteria r Set Report Layout | Because you must deﬁne WhICh ata

o Selectthe check hox(es) nextt the desired column names for the report Columntf 1O INClude in some basic way, yo
nisw title in the RENAME figld, must select a single filtering option

e Selectthe TOTAL check box(es) to indicate that you want totals caleulated forthat ¢ radio button.

&+ Selectthe desired FILTER check boxies) to determine report content, then continug
criteria. Only ane hierarchy filter can be selectad. tis reguired thatyou select atlea

& WRAP DATA: Entaes desired caolumn width (in) to format data wrapping in the output repart; leave field blank to allow defa
colurmn width.

Q . f N Rename Report Columns Wrap Data  Total Filter

\ Hierarchy

¥ Account Mumber &
[T Processing Hierarchy =
[T Reporting Hierarchy e
[ -] Account

<l

Account Mame

Lost Stolen

Managing Account Marne

Managing Account Mumber

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

Cptianal 1

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

Project Murmber

[ [ [ [ o A [

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

8. Select an output type and/or parameter page placement (PDF output only).
9. Click the checkbox for each column to include in your report.

10. To use the Select Report Columns feature:

a. Select the Check All check box to include all the listed data elements in your
report.

—And/Or—

b. Select the Show Only Selected check box to display only your selected data
elements on the screen as you work.
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]
g
[T Posting Date [ Y

Posting Type I [

Purchase ID Some data elements and filtering

options are already selected for you as
part of the template.

Purchase Method

Reference Numhber

Sales Tax -

Source Currency

Source Currency Amount 7
Transaction Amaunt r r

Transaction Comment 2

Transaction Comment 3

Transaction Comment 4

-
-
-
-
-
r
-
v
" Transaction Comment 1
-
-
r
-
"
-
-

Transaction Cornrnent 5 //
Transaction Date V¥
Transaction Reviewed Status -
Transaction Type -

== Backto Flex Data Reporting

11. Type a new column label, if desired.
12. Type the number of column inches to wrap the field in the Wrap Data field.

13. Select a quantitative data element’s Total check box to total that element’s
column.

14. Select an element’s Filter radio button or check box to filter by that data
element.
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o
Flex Data Reporting

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

|Tran9amionfMerchanLMerchamwaS\ Movermber 2007
Report Description:

ITransa:‘llUn and ESI Merchant Data.

Report Output;
Output Type Output Parameter Page Placement:

IPDF =1 [End =] optional for POF aniy.

L 5ovo SR oo Lost Saved I Proviow Layout S ‘Run Repori

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

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

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

Selectthe desired FILTER check hox{es) to determine report cantent, then continue fo FILTER FOR CONTENT tah to define
criteria. Only one hierarchy filter can be selected. Itis required that you select at least one Date Filter

WRAP DATA: Enter a desired column width (in) to farmat data wrapping inthe output report; leave fleld blank to allow default
column width

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

™ Lost Stolen

Managing Account Name

Managing Account Mame Line 2

Managing Account Mumber

Project humber

Replacement Account Number

|
|
|
I
Optional 1 | |
I
I
I

Ooooononona

Short Name
T I

P N s PR b el s ST g S

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

Transaction and ESI Merchant

Report Name:
ITranSamion—MerchantMerchant wi/ES| Nowvember 2007

The screen updates with
your new report description.

Report Description:
ITransactiDn and ESI terchant Data

Report Qutput:
Qutput Type: Qutput Parameter Page Placement:

IPDF :I' IEW:I 'l Optional far POF anly.

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

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

Selected Filters Filter Criteria _

Bank: Agent: Company:  Division: Department:

Processing Hierarchy | | | | |
Search for Position or Add Multiple

Transaction Amount |D_D to |D.D

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

== Bacl:to Flex Data Repotting

16. Type processing hierarchy positions to filter by typing exact values or clicking
the Search for Position or Add Multiple to search and select positions.
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Flex Data Reporting m

Transaction and ESI Merchant Data

Report Hame:

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

|Transal:ti0n and ESI Merchant Data

Report Output: q -

Output Type: Output Parameter Page Placement: Click the Edit link to

[roF =] [End ~| optional for PDF only. change your selected
hierarchy positions.

[ Save QR Revort o Last avea JR Prevp,jout =
Select Report Data | Fiter for Cortert | Sort By Criteria | Set Report Layout |

Filtering allows you to set limits for the content of the report. Below are the data fields yg d Tilter on. To limit the results from the
default of "all", select, search & select, or fill in the criteria hox{es) to define the repgs

Selected Filters Filter Criteria
Frocessing Hierarchy Position(s): Edit

Agent Company Division Department
1423 0716 10010
1423 0716 10328
Frocessing Hierarchy 1423 0716 10716
1423 1348 10267
3046 1366 10901
308 1367 10900
3 1371 10148

Transaction Amount |D_D to |D.D

Transaction Date |11,fm,fznn? FE> 1o |11;13;200? (=g

== Backto Flex Data Reporing

17. To filter by transaction amount, specify a dollar values.
18. To filter by date range, specify beginning and end dates.
19. Select the Sort By Criteria tab.

T/,O ! For sample purposes, we have included only a few of the possible filtering

options in our sample report. For information on additional filtering options, refer to
the Access Online: Creating Flex Data Reports user guide and lesson.
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Flex Data Reporting m

Transaction and ESI Merchant Data

Report Hame:

ITransaI:tiDn—MerchantMerchantWJESI MNowember 2007
Report Description:

ITransadion and ESI Merchant Data

Report Output:
Qutput Type: Qutput Parameter Fage Placement:
IPDF :l' IEnd 'l Cptional far POF only.

[~ save Yl Rovertto Last Saved SR Proviow Layout 3 wer Roport )

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

Sorting allows wou to arrange the data records in a logical order that suits your purpose. In the drop-down SORT hoxes helow are the
header lahels you defined for this report. Select from the available options to determine howe the repart will be sorted. Then choose

whether the records are to display in Ascending or Descending order. Check the BreakfSuhtotal hox to indicate that the report should
break for the subtotals on the Sort option selected.

When vou elect to BreakrSubtotal ¢ sortfield, the output report will also breakisubtotal on all sort and hierarchy levels as well.

| morE 7 =| |wonE | rone x| rone
\(" Ascending Order & ascending Order & ascending Order & Ascending Order
! " Descending Order " Descending Order " Descending Order " Descending Order

,B

' Break/Subtotal Level ' Break/Subtotal Level ' Break/Subtotal Level " Break/Subtotal Level

J

Select the No Break/Subtotal
radio button if you do not want
<= Backfo Flex Data Reparting any breaks or subtotals.

@ No BreakiSubtot

20. Select a field to sort by in the Sort 1 drop-down list.
21. Select the Ascending or Descending radio button.

22. Select the Break/Subtotal Level radio button to have your report include a page
break and a subtotal after the each change in the selected sort field.

23. Repeat Steps 20-22 to set additional sorts.
24. Select the Set Report Layout tab.
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Flex Data Reporting m

Transaction and ES| Merchant Data

Report Name:

IT!’EHEﬁdiDﬂ’MErEhE\ﬂtMErEhaﬂl wiESI November 2007
Report Description:

|Tran5act|on and ESI Merchant Data

Report Output:

Qutput Type: Qutput Parameter Page Placement.
FDF = End ~ | Optional far POF anly.

[ Seve I Rovori o Last Savei I Proview Lavou S 7 Reper |

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

Click on a report column header [abel, then use the buttons on the right to change the placement of that column within the report.

Report Column Labels

Account Owner's Name

Cardholder ar Managing Account N 0]
ESIMerchant Address
ESI Merchant City
ESIMerchant DBA Name
ESIMerchant 1D
I

NG| Merchant Legal Name
Nerchanmame
ESIMerchant Phone Bottam
ESI Merchant Postal Code

ESIMerchant State

Order Matching Status

Processing Hierarchy

Transaction Amount

Transaction Date

Transaction Merchant Mame

E

=

o
=
=

== Back o Flex Data Reporin

25. Review the order of the columns. The fields listed from top to bottom display
from left to right in your report, with the bottom-most column displayed on the
far right.

26. To move a column’s display, select the column and click the Top, Up, Down, or
Bottom link.

27. From this screen, you can save, preview or run the report by clicking the
appropriate button.

Flex Data Reporting m

Please select a report from the list below.

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

I Client Relationship: ACME Corporation

Wy Saved Reports r Create a Mew Report

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

Delete MName Template Last Modified
Quarterly Transaction Report ; 0412007

r GQuarterly Transaction Detail Report for Management Review Meeting TR 10:54

r Transaction-Merchant Merchant w/ESI Movernber 2007 Transaction wf Merchant wiESIwi 1101372007
Transaction and ES| Merchant Data Merchant 16:10

Select check box(es) and click the DELETE button to permanently delete saved repors.

== Backto Reporting

You are the only user who can access, run, or modify the saved report. From this
screen, you can modify the report as and run the report.
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Access and Run a Shared Custom
Report

In addition to the standard reports that we have created for all our clients to access
and run, you may have shared custom reports available to you. We created these
shared custom reports with the Department of Defense (DOD) Purchase Card
Program Management office.

U.S. Bank Access®Online

Request Status Queue
Active Work Que! Reporting
System Administration

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

Tax and COmpIiance Management
Financial Management Estimate salesiuse tax, track spending for 109911057

Maonitar expenditures, track variances and manage account vendors, and perfarm other regulatory reporting.
allocations.
Administration

Supplier Management These reports allow administrators to support systemn
These reports manage supplier relationships, support functionality

supplier negotiations, and manage spending by category.

Report Scheduler

Wiew and maintaig a1t scheduled reports.

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

Custom Reports

Create and configure custormn repors.
Home
Contact Us

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

2. Click the Custom Reports link. The custom and shared reporting function
opens in a new window.

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

Custom Reports

Custom Reports
B & Domains

B & Custom Repors
[ Reparting Ohjects

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

3. Openthe USBank Shared Reports folder. The two subfolders that house all
the shared reports display the Account Information subfolder and the
Transaction Activity subfolder.
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B & Damains
Bl @ Custom Reports
[ Reporting Objects

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

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

L’*Accounts wiith High Credit Lirmits

f_b Accounts With Underutilized Credit Limits

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

# 4§ MCCMAT Codes Assigned to Managing Accounts

[ Transaction Activity

-

{ B
Custom Reports

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

Click the report name link or report icon for the report you want to run (e.g.,
Accounts with High Credit Limits). A new window opens with the report
parameters.
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10.

11.

L

- e
_iol x|
File Edit Yiew Favorites Tools  Help | :,'
Custo| ddress [{] https: fuat1 access. usbank, comyibi_apps{Controller?WORP_REQUEST _TYPE=WORP_LAUNCH_CGIaJBIMR_action=MR_RUN_ = | [EJ 6o |@ -
-
Parameters I—
B G 0o o (g
2@ R N
3 RepN\ Enter Cycle Start Enter Cycle End Date, Hierarchy Position Processing Hierarchy Processing Hierarchy
\ Qate W = Bank (Required} Position Agent Position Company
3 My Rer | [Nos/01/19 [z05a T |
B [ Sharet
Processing Hierarchy Processing Hierarchy Reporting Hierarchy Reporting Hierarchy Reparting Hierarchy,
B3 =i Position Division Position Departrent Position Level 1 Position Level 2 Fosition Level 3
7
=L
ui Reporting Hierarchy Reporting Hierarchy Reporting Hierarchy Reporting Hierarchy Monthly Spend Limit
é—_* Position Level 4 Position Lewel 5 Position Level & Position Level 7 Greater Than
hA I I I (Required)
’Lﬁm @ \ [50000
ik /
BT /
g_:*A Run| Reset | Clear Output | i Run in a new window L
hC =
ahF
§3F [ €] Done - = =
#_4 High Cardholder Spending by Merchant / TO filter the report by
& & Large Dollar Transactions .
= = hierarchy, you need to type
Each report has unique parameters, which are normally only the value for the lowest
on the lower portion of the parameter screen. position (not all positions

above as well).

Type a start date (e.g., a cycle start date, a post date start date) in
YYYY/MM/DD format (type 2009/01/19 for a cycle start date of January 19,
2009) in the start date field (if needed).

Type an end date in YYYY/MM/DD format in the end date field (if needed).
Type a bank number in the Hierarchy Position Bank (Required) field.

To filter the report by a specific processing or reporting level position, type the
value in the field for the lowest level you want to report by (e.g., type 45678 in
the Reporting Hierarchy Position Level 4 field to report by level 4, value 45678
and above).

Specify additional optional or required report parameters in the format indicated.
For example, type a monthly spend limit of 50000 to filter the report to include
only accounts with a specific monthly spend limit of $50,000 or more.

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

earn More. Eachreporthas unique parameters. For detailed steps on

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

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

| &

File Edit ‘Wiew Favorites Tools  Help

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

-

Parameters

Enter Cycle End Date Hierarchy Position Processing Hierarchy
Fosition Agent

Processing Hierarchy
Position Company

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

Processing Hierarchy ierarchy Reporting Hierarchy

Position Level 2

Reporting Hierarchy
Position Level 3

Click the Reset
button to return to
the default settings.

Position Division

Reporting Hierarchy
Position Level 4

|456?8|

Click the Clear
Output to clear the
report output.

nthly Spend Lirnit
eater Than
equired)

Run| Reset Clear Output [ Run in a new windaw

l_ l_ l_ l_ E | & Trusted sites

A

@ Done

12. Click the Run button. A File Download dialog box displays on which you can
select to open the report immediately or save the report to your computer and

then open later.

||

File Download

Click the

Do you want to open or save this file?
@ j Marme: WEServlet xlz
[Hl Type:  Microzoft [ Wwiorkzheet
From: uatl. acceszs uzNnk. com

Open Save Cancel

v flways azk befiore opening this type of file

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

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

Cancel button to
cancel rupning the report.

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

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

L earn More. Forinformation, refer to the Access Online: Run a Shared

Custom Report user guide and the Access Online: Shared Custom Report Samples

user guide.
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Download a File Using Data
Exchange

You can use the Data Exchange function to exchange files with U.S. Bank. As a
Resource Manager, you can download files from U.S. Bank. The Data Exchange
function accommodates files of any type, including text files, spreadsheets,

compressed files, PDF files, and graphics files.

U.S. Bank Acc

3 Data Exchange - Microsoft Internet Explorer provided by

_|oj x| JE04 CP Organization

&
. o ; N -
<) Back - =D B \_L| \El] | ! Search .. Favorites Q-‘*

o B

Request Status Que

Active Work Queu Mes

@bﬂl’l k #* Close Window
Fiw S Sevice Gisarsnied ()

-

System Administ)

Welcon

fou are

Online i

1t Information easily ¢

Data Exch implem
Repol Arcess

My Personal Information ACCESS

When o

Home
Contact Us

Data Exchange
Download File

&=/ Help
File Name $SZe[B] Date
£ ACME Thu Moy 20 13:30:56 C5T 2003
Help

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

Delete: click "Delete File".

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

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

Backto Top

|®:| Done

jr--‘ﬂﬂ'
RN

To use the Data Exchange function:

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

2. To download a file:

a. Navigate to the file you want to download and right-click the file name.
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j Data Exchange - Microsoft Internet Explorer provided by US Ba 101 x|

eBack - -\_.:) - |ﬂ @ _;j | /'__j Search ‘f‘\'{‘ Favorites Q‘B‘ i @ . ""'

FY

@bank. # Close Window I~

mwmm@

Data Exchange
Download File

E=f
by Help
EACME
You may close the Data Exchange
File Name Size [B] Date Delete window during the download, but you
] ACMESEF ™ #+ 2ncacn1za Teo 1a91.00C5T 2002 Delete File | MUSt keep the File Download dialog
G ] box open during the download.
Open in Mew Window |
Help .
Print Target
o« Downloac Hine Eg= t"Save Target As. " OR "Sawe Link As..".
e Open:clic ot
o Deletercl -
e Sort: click Capy Shortout by file name, size, ar date.
® YOUrses: itz 5 clivity.
o Closingtt  addto Favorites. .. g transrission.
Backto Top Convert link target to Adobe PDF
Convert link target to existing PDF LI
[&] Properties [ [ [ | |@ trusted sites 4

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

i

Saving:
ACMESBEF20 kst from demo. access. usbank. com

[ /
Estimated time left:

D ownload to:

Transzfer rate:

[ Close this dialog bos when download completes

[Hpen [pen Folder | Cancel I

c. Wait for the download to complete.
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a Data Exchange - Microsoft Internet Explorer provided by US B

@Back - O - @ @ \J_':j | pSearch *Favnrites @|

MShank.

* Close Window

Personal | Business

s Sear Servics Gisaramieed (3.8
——ﬁ
Data Exchange
Download File
i
L Help
E=ACME
i
File Name Size [B] Date
ACMESBE20bd  3053% e
Save i I&} STC 2008 Conference Materialz j n\) _@' - -
Help
» Download: right-click an
» Open: click on the file ns
« Delete: click"Delete File
&« Sort: click on appropriat
& Your session willtime o
o Closing this wwindow dur
Backto Top
Diata Exchange, B4.0_Build13.(
|@ File name: -"i.I:ZI-.-iEEiEI 20k j Save I
Save az type: ITe:-ttDcu:ument j Cancel /l
%
d. Select a location and new name (if desired) for the file and then click the
Save hutton.
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Additional Roles and Tasks

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

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

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

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

Training

(" Announcements

Welcome to Access® Onlins

Based Training! Access Online User

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

to the lessons you selected on the
Previous screen.

To begin a lesson right away, click the
lesson number

2006 C10 Magazine's Enterprise
Value Award Winner

14th Annual

‘ _ CIO Enterprise
1U.5. Bank's Access Online system Value Award

wanar

To access the topic-specific user guides (with information on each field and each
step in the task), click the User Guide link and then navigate to the guide you want
to read.
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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 viewahle, print

Quick References

Dor
Docurmen
Tl

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

Simulations

ding lh -

no ln-H

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

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

Recorded Classes

You can also scroll down the simulations list to access and review recorded training
classes geared toward our government clients.
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©2010 U.S. Bancorp. All rights reserved. U.S. Bank Government Services is a
division of U.S. Bank National Association ND. All other trademarks are the
property of their respective owners. This publication is neither paid for, sponsored
by, nor implies endorsement, in whole or in part, by any element of the United
States Government. The information provided is for general use only. Contact the
GSA Contracting Office with any questions related to proper use of the master
contract. Printed in the USA.

You may not reproduce this document, in whole or in part, without written
permission from U.S. Bank.
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