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Introduction

Two basic users will use the Transaction Approval Process (TAP) function:
1) Cardholders- Cardholders will use TAP to approve, reallocate and forward transactions to
their approval manager.
2) Approving Managers- Approval managers will use TAP to review, reject or final approve
transactions forwarded to them.

Both approval managers and cardholders can perform the following basic procedures:
1) Approve Transactions- Cardholders and approval managers can approve transactions.

2) Pull Back Transactions- Both cardholders and approving managers can pull back transactions
that have not been modified yet.

In Addition, Approval Managers Can:
3) Reject Transactions- Approval managers can reject transactions and send them back to the
cardholder. The rejecting approval manager must specify a rejection reason so that the
cardholder receiving the rejected transaction knows how to manage it.



TAP Overvi

Transaction posts.

Cardholder Chris Doe completes
transaction management tasks (e.qg.,
reviews, reallocates).

Cardholder Chris Doe approves and

ew

forwards the transaction to Jane Smith,

his approval manager.

Approval manager Jane Smith reviews the
forwarded transaction.

'

Approval manager
Jane Smith final-
approves the
transaction.
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Approval manager
Jane Smith rejects the
transaction back to
cardholder Chris Doe.

l

Cardholder Chris Doe
manages the rejected
transaction.



Cardholder Transaction Approval

Includes:

* Viewing Transactions

e Reallocating Transactions
 Approving Transactions

e Managing Rejected Transactions
* Dispute a Transactions

e Cancel a Disputed Transaction



View Transactions

Request Status Queue

Active Work Queue

System Administration M&SS&Q& from U.S. Bank
Account Administration
Payment Plus

Order Management
Transaction Management
Enhanced Supplier
Management

Data Exchange

Account Information
Reporting

My Personal Information

Account Activity
Select an Account

Furchasing Card
ARARRRRIRATEOOAT

Welcomel You are viewing Access Onling, the latest innovation in our complete set of commercial card tools.
Arccess Online is a web-enabled program management and reporting tool offering a feature-rich platform that
can be easily configured and deployed to meet the unique needs of our clients. Qur clients have the ability to
implement the features and functionality that best support andfior enhance their business processes. ACCeRSS
Cnline harnesses the power of the Internet within a secured environment hringing our clients online accessto
their payment solutions amytime, ampehere. When our clients are ready, 5o is Access Online.

Home l

Comtact Us

To view transactions:

1. From the Left-Column Navigation Bar select the Transaction
Management high-level task. The Transaction Management
screen displays.



View Transactions- Continued

Payment Plus - l

Order Management
Trans Management

Transaction Management

Transaction List <—
Wiewy, review, allocatefreallocate and add comments to
transaction infarmation.

Wiew Previous Cycle
Presents the transaction list for the previous cycle.

Home ViewPendianranlsactinns o
Presents the pending transaction list

Contact Us

Wiew Unmatched Transactions
FPresents the unmatched transaction list.

Manager Approval Queue
Yiew, approve, reject, and reallocate transactions in
wour approval queue.

Manager Approval History
Yiew and pull backtransactions previously approved by
il

Extract Administrator Queue

Yiew, mark for extract, unmark for extract, and
reallocate transactions that have not been included in
a GL extract.

2. Click the Transaction List link. The Transaction Management: Search and Select an
Account screen displays.

Tip! If you have access to only one account you will go directly to the Transaction Management:
Transaction List screen after selecting the Cardholder Transaction Management link. Otherwise, you
will need to select which account you want to work with.



View Transactions- Continued

Transaction Managem=snt
Search &8 Select an Account

Cardholder Account Search
Search for an account by Cardholder Account tHarmiber, MHarme, or Social Secuarity RMumber. Yol can also find a

cardholder account by first Searching for a Manading Account.

Account Mumber:

Last Fame: FiEt Fame:
DR |5r‘nith
Social Security RHumbed?

O I

Search

FRecard=s 1 -2 of = )
Product Hame Cardholder Hamea Account Humber Account Status 5Status Description
Corpoarate Card ith, 1= A7 1855591234567 8

Corporate Card 1, i A1 BSooDS223A5678
AF1623593 122345678

3. Type full or partial search criteria in one of the Search fields (e.g., Account Number, Last
Name):
4. Click the Search button. The accounts that match your search criteria display at the

bottom of the screen.
5. Select the Product Name link (e.g., Corporate Card = Procurement Card) for the desired

account. The Transaction Management: Cardholder Transaction List screen displays. By
default, the current cycle is selected.

https://access.usbank.com 8



View Transactions- Continued

_ |
Transaction Management
Card Account Summary with Transaction List

Card Sccourt NMurmmber: "Trsssssamms » SETS, JAME ShAITH Suvuitoch Scoccounts

Creste | Manaas B Trans List |Manager's Guseus | Exdtract Giusue

-] Card Accour@%mmaw

Account Murmber: & . s672 Cutstanding Orders: $15,949.59 5
Account HName: JdarlE ShliTH Unmatched Transactions: F7.222.02 56
Billing Cycle Clase Date: | All -

Total Transactions: EBT,. 2232 49 a3 Final Approved Transactions: FO.00 ]
Reallocated Transactions: F50. 41 2 2% Final Approved Transactions: O.0% 002
o Reallocated Transactions: 0.5 % 347

& Open Account .

o) &l 6¢

({i—1)search c a Return to top

N/

Advanced Search

Transacti Armount: Furchase I , Approval Status:

[=n =]& 5| | ¥ [=n ~1

Full Back Eligibility: order Match Status:

| =1 [an =1

Disputed Transactia : Reallocated Transactions: Reviewed Transactions:

Display |25 EI Transactions per page 6@

L. Search | Reset & Search with Defaulfts

I -

[(1—1\Traxsaction List Eeturn to top

Mds 1 - ZNS 5
L Faa= =13 e e e e R

6. Filter your transactions by any of the following criteria:
a. Select a cycle date from the Billing Cycle End Date drop-down list.

b. To filter by transaction amount, select a qualifier from the Transaction Amount drop-down

list and type an amount in the Transaction Amount S field.
c. Type a purchase ID in the Purchase ID field, if desired.
d. To filter the list by status
7. Select the number of transactions to display from the Display drop-down list.

8. Click the Search button. The transactions that match your filtering criteria display.
https://access.usbank.com



View Transactions- Continued

R y 4
Transaction Management \IIEE_

Card Account Summary with Transaction List

Card Account Numbs

5678, JAME SMITH Switch Accounts

[-] Card Account Summary

Account Mumber: ® .5673 Outstanding Orders: 15949595
Account Marne: JAME SMITH Unmatched Transactions: §7,332.08 56
Billing Cycle Close Date: IA” 'l m

Total Transactions: 738349 58 Final Approved Transactions:  §0.00 1]
Reallocated Transactions: $50.41 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.6% 3.4%

@ Open Account

[+] Search Criteria Eetumn to top
[-] Transaction List Return to top

Records 1 - 25 of 58
Fage:1 |23

ChedeAll Shown | Uncheck All Shown

Select St Approval Status Matﬁh Trans g%tinq Merchant City/State Amount Detail | Purchase ID & Allocation Source Last Changed By
‘ & D Date
- Pending 10110 1013 MAID RITE OSKALDOSA OSKALOOSA, 1A $38.95 (D] 1 Default Acct Code  Systern
| Pending 1010 1012 WENDY'S #4410 Q25 OSKALOOSA, 1A §7.79 091010131658 Default Acct Code  Systern
|l Fending 1000 1012 HY WEE 1162 DUBUGLE, 1A $15.06 Default Acct Code  Systemn
| Pending 10607 1012 FIRST TO THE FINIS 800-747-9013, IL $30.90 2000000 Default Acct Code  Systemn
PRElinpn, oy AR AR SUBWAY OO074674 e —~=RKALQOSA A PYRAT e D AR AL IODEGS R e o DEfRUIE ACCE COdR SNSRI, e
P vy N N U S i y
- Pending @ 0529 0801  JIMMY JOHNS CEDAR RAPIDS, 1A £7.06 (> Order - Manual winter, iKay
|l Pending 05/29 0601 MCOOMNALD'S MET19 OF 14 DUBLUQUE, 1A $4.70 ] 07637976719vP1YT000025468 Default Acct Code  System
| Eending 0524 05126 HYATT REGEMCY RIWERFROMNT ST, LOUIS, MO $337.98 an 1] Default Acct Code  System
- Pending 0524 05/26 HYATT REGEMCY RIWERFROMT ST, LOUIS, MO $365.70 n 1] Default Acct Code  System

(R) Raviewed (D) Disputed () Matched Ak Exception (A% Reallocated () () Trans Detail Laval

ChecdAll Shown | Unched All Shown

Records 1- 25 of 58
Fage:1 | 2|2

Maich 7o Order 3 Change Review Siatus Pull Back

Tip! From this screen, you can perform transaction management tasks (e.g., reallocate or
approve a transaction). Once you have completed any necessary transaction
management tasks you are ready to approve the transaction.



Reallocate a Transaction

When you reallocate a transaction, you
change the accounting information to
allocate the transaction to an accounting
code different than your default
accounting code. Transactions cannot be
split between two accounting codes.



Reallocate a Transaction- Continued

[-1Transaction List Return to top

Records 1 - 15 of 15

ChecdAll Shown | Unched: Al Shovn

Select Status Approval Trans Posting Merchant City/State Amourt Detail £+ Purchase ID & Accounting Code
¥  Status Date Date
[ Pending 07521 07§23 GRAINGER 494 BY7-6994850, MM §33.94 H232277|542110230|05L BT 264
C Pending 07M19 0720 MCMASTER-CARR SUPPLY  630-834-9600,IL $60.01 02-2108 923227754211 0230|051 BY 264
[ Pending 07118 0719 F &HFOOD EQUIPMENT CO 417-881-6114, MO $189.60 CR 0o0o0ooooaoaoooao Q23227754211 0230|051 BY 264
[ Pending 0718 07149 F &HFOOD EQUIPMENT CO 417-881-6114, MO $940.86 CR 0o00o00000a00aa000a 923227754211 0230|05LBY 264
[ Pending 07118 0719 F &HFOOD EQUIPMENT CO - 417-881-6114, MO §33.06 02-2147---35342 23227754211 0230|051 BY 264
[ Pending 0718 0719 MEC INDUSTRIAL SUPPLY CO 800-645-7270, NY  §67.39 0154283149 23227754211 0230|05L BT 264
C Pending 07M18 0719 EDELMAMNMN &ASSOCIATES PLYMOUTH, bk F1277 02-2068 923227754211 0230|0SL BY 264
[ Pending 07118 0719 EDELMAMM & ASSOCIATES FLYMOUTH, MM 1277 02-2068 Q232|277 |542110230|05L BY 264
C Pending 07M18 07149 GRAINGER 494 AYT7-69945390, MM 54204 923227754211 023005 BY 264
[ Pending O0YM6 0718 GRAYBAR ELECTRIC 3202030210, MM §30.03 1461892 Z Q23227754211 0230|051 BY 264
[ Pending 0716 0717  UNITED ELECTRIC #7644 B51-582-3900, MM §63.73 02-2078 23227754211 0230|05L BT 264
C Pending 0712 0716  MOTION IMDUSTRIES MM28  320-656-1111, MM $99.69 02-2043 2322775421102 30|05 BY 264
[ Pending 0713 0716 F &HFOOD EQUIPMENT CO - 417-881-6114, MO §35.00 02-2007---34301-0 H232277|542110230|05L BT 264
C Pending 0713 0716 UNITED ELECTRIC #7649 B51-582-3900, MM $17.87 0202092 923227754211 0230|051 BY 264
[ Pending 07M2 0713 UNITED ELECTRIC #7644 B51-582-3900, MM 59399 02-2103 Q23227754211 0230|051 BY 264

(D) Disputed (A* Reallocated

Chedoall Shown | Unched Al Shawn

Recards 1 - 15 of 15

Pull Back

To reallocate a transaction:

1. To navigate to the Transaction List screen repeat the steps on slides 6-10 of
this presentation.

2. On the Transaction Management: Transaction List screen, click the Accounting
Code link next to the transaction you wish to reallocate. The Transaction
Management: Detail screen displays with the Allocations tab open.



Reallocate a Transaction- Continued

p’f" Transaction Management - Allocations Tab - Windows Internet Explorer — 18] =]

@ y - Ié, hktps:ffaccess. usbank. comfcpsAppl /USEComSer viek LI 2] he AN 4 ILi\-'eSearch =~

File Edit “iew Favorites Tools Help

3

i oy - e
W ‘{ﬁf @Transaction Management - Allocations Tab | i;fﬁ - D - fmy - ok Page - (O Tools -

| 05127 05,28 GOOGLE*ADWS3045196323 CC@GOOGLE.COM, CA  $560.36 ()] 84908282022 43010.508.860?9.0000.4411.1D1?.[;|

@ pizeutes WD) 0D Trzn: Dotail Lavel A% Resllccstes

Summary Allocations r Tran=saction Line kems= r Comment= r Approval Hiztory |

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amaount to a different cost center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click
the "Add” button.

After adding, modifying or deleting allocations, click the "Save Allocations™ button to save changes.
* =required Allocation Source: Default Acct Code Last Changed by System

Percent Accounting Code - Segment Name {Length)

Favorite
SDSU (25) RED ID {(14)

- 5| 560.36 or | 100.00 | ~Q [REDIDB0ZXGKK | - o Add as Favorite

Q| S=arch /

Remove 3 i

Total Allocated: 5| 560.36 I 100.00 g, Apply Accounting C-:lde:l LI m

Amount Remaining: 5| 0.00 | 0.00 o, Additional Allocation(s); I 1 EEI
\A Mote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values. b

Save Allocations

] | _>ILI

| [ T [ [ | [&neernet FA00%: -~ 2

3. To reallocate the entire transaction to a single accounting code:

Remove the Account Code Segment and click the Magnifying Glass icon to
bring up a Valid Value List (VVL) of additional approved oracle strings. VVL=
List of Approved Oracle Account Strings.

4. Click the Save Allocations button. A confirmation message displays and an
icon displays next to the transaction. The allocation information is always

accessible on the Allocations tab whenever you access transaction detail.
https://access.usbank.com 13



Add Comments to Transaction

Adding comments to a transactions allows
your Approving Manager, Accounts Payable
and Auditors to see what was purchased and
for what reason.



Add Comments to Transaction (continued)

R yr i
Transaction Management \IIEE_

Card Account Summary with Transaction List

Card Account Mumber:

rmssnrsss 267, JANE SMITH Smitch Accounts

I-] Card Account Summary

Account Mumber: ® .5673 Outstanding Orders: 15949595
Account Marne: JAME SMITH Unmatched Transactions: §7,333.08 86
Billing Cycle Close Date: IA” 'l m

Total Transactions: §7,383.49 53 Final Approved Transactions:  §0.00 0
Reallocated Transactions: $50.41 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.6% 3.4%

(® Open Account

[+] Search Criteria Return to top
[-] Transaction List Betumn to top
Records 1 - 25 of 52
Page:1| 2|3
ChedeAll Shown | Uncheck All Shown l
Select Sl?t s Approval Status I'f: tqll i Posting Merchant City/State Amount Detail E*+ PurchaselD & Allocation Source Last Changed By
® O C iy . Date
- Pending 10110 1013 MAID RITE OSKALDOSA OSKALOOSA, 1A $38.95 (0] 1 Default Acct Code  Systemn
| Pending 1010 1012 WENDY'S #4410 Q25 OSKALOOSA, I1A §7.79 091010131658 Default Acct Code  Systern
- Pending 1010 1012 HY YEE 1162 DUBUGUE, 1A $15.06 Default Acct Code  Systern
| Pending 10007 1012 FIRST TO THE FINIS 800-747-9013, IL $30.90 w 2000000 Default Acct Code  Systemn
RPumillngton, oo A ALY SUBAY Q074674 = RKAL QORA, e APHREL e 0 AR A4] DO0ERRRE R e, Default Acct Code o Gustar, e

1. Select the Transaction by clicking on the Approved Status Column.



Add Comments to Transaction (continued)

,0':" Transaction Management - Comments Tab - Windows Internet Explorer

=101 x|
@‘- - |g https: ffaccess, usbank. comfcpsApp1 fUSEComServlet j % (| X ILive Search o=
File  Edit ‘Wiew Fawvarites Tools Help
'i,r.‘? "1'}":? @Transaction Management - Comments Tab | | Fj} - D - ey - ,'_:}’Eage . ’,.f Taals ~ =3
Card Account Number: ===

Switch Accounts

=l

Transaction Summary

Status Trans Date Posting Date Merchant

City/State Amount Detaill E* PurchaselD ®* Accounting Code
058/27 05/28 GOOGLE*ADWS3045196323 EGOOGLE.COM. CA 556036 () 8498282023 43010.508.66079.0000.4411.1017
'::EJ::' Disputed @ @ Trans Detail Level (ax Reszllocstsd

/
Summary I/ Allecations r Transaction Line kems I/ Comments

Approval Hiztory |

The Comments tab provides the ability to enter comments specific to your organization that enable the
gathering of additional infarmation about a transaction.

Comments

/
I A

|
[ -

== Backto Transaction List

B

| ol
|D0ne I_ l_ l_ I_ l_ l_ |@ Internet L 100%:

2. Select the Comments tab and type a description of the items purchased and
the reason.

3. Click the Save Comments button.

https://access.usbank.com 16



Approve a Transactions

To manage your own transactions, you can:

e View a list of your transactions, filtered by approval status (e.g.,
pending, pulled back) and other parameters

e Approve and forward a transaction to an approval manager

e Pull back a transaction as long as the approval manager (also called

the pending approver) has not approved, rejected, or modified the

transaction (e.q., reallocated, added comments, changed user line
items).

e Manage a rejected transaction if your approval manager sends it
back to you

e View the approval history to see the current approval status of the
transaction, along with each user who approved a transaction, the
date and time of each approval, and whether or not each user
modified the transaction’s allocation, comments, or line items.



Approve a Transaction- Continued

- P
Transaction Management

Card Account Summary with Transaction List

Swiitch Accounts

-] Card Account Summary

Account Murmber: @ ..5678 Cutstanding Orders $15,949.59 5
Account Marme: JARE SMITH Unmatched Transactions: $7,333.08 56
Billing Cyele Close Date: IA“ 'I L Search J

Total Transactions $7,383.49 58 Final Approved Transactions:  $0.00 a
Reallocated Transactions: F50.41 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions 0.6% 2.4%

@ Op=n accoun t

[+] Search Criteria - FEeturn to top

[—] Transaction List Return to top.

Recards 1 - 25 of 58
FPage: 1213

Chede Al Shown | Unchede Al Shown

Select Status Approval Status Posting Merchant City/State
® D < Date

Amount Detall £ Purchase ID = Allocation Source Last Changed By

— Fending 10M0 10M3 MAID RITE OSKALODSA DSKALOOSA, 1A $38.85 an 1 Default Acct Code System
- FPending, 10M0 1012 YWYEMDY'S #4410 Q25 DSKALOOSA, 1A §7.79 D 091010131658 Default Acct Code System
— Pending 10M0 1012 HY %EE 1162 DUBUQUE, 1A $15.06 an Default Acct Code System
(| Pending 1oy 1012 FIRST TO THE FIMNIS 800-747-9013, IL $30.90 an zoooooo Default Acct Code System
® re e A AR SUBWAY QNOTABTE TR OOSS, L AR T A A0S POOERS ST e Default Acct Godg SRSIEED, e
T = =
(| Pending [111] 05/29  0&8/01 JInhdy JOHNS CEDAR RAFIDS, 1A §7.068 (D] (ax Order - Manual Winter, Kay
- Pending 05/29 0801 MCDONALD'S MET19 OF 14 DUBUGUE, 1A $4.70 (D] 0763797671 9VP1YTO00025468 DefaultAcct Code  System
(| Pending 05/24 04526 HYATT REGEMCY RIVERFROMNT ST, LOUIS, MO $337.93 m 0 DefaultAcct Code  System
|l Pending 08/24 0526 HYATT REGEMCY RIWVERFROMNT ST, LOUIS, MO 365,70 a 1] Default Acct Code  System

(® Reviewsd (D) Disputed (D Matehed Ak Exception (A% Reallocated (D) () Trans Detail Level

Ched All Shown | Unchedk All Shown Z
Records 1- 25 ofSN ~ N ~ § /
Fage:1 |22 Ch@@k Auil &h@Wﬂ

Mass Reallocate Match To Order Change Review Status Pull Back

To approve a transaction :

1. Navigate to the Transaction List screen, repeat the steps on slides 6-10 of this presentation.
Select a check box for a transaction with a Pending or Pulled Back status.

Tip! You can select multiple transactions. Also, you can select the Check All Shown link if you want
to approve all the displayed transactions.

2. Click the Approve button. The Transaction Management: Approve Transaction(s) screen displays.

https://access.usbank.com 18



Approve a Transaction- continued

Transaction Management
Approve Transaction(s)

Flease select an approver to forward these transaction(s) to ar"Cancel" if you dao not want to approve fforward]
these transactions at this time:

. 9
*=reqguired é

/

Summary of Transactions to be Approved

Approver's Mame:™  Select Approver

Mumhber of Transactions: 1
Tatal Dallar Armount: F80.93

\Approve Jii Cancel j

Tip! If you are selecting an approval manager for the first time, you will need to search
and select an approval manager. As you select approval managers, the system builds a
drop-down list for you. Once the system creates this list, you can simply select an approval
manager name from it. Also, once you select the same approval manager four times, the
system will set that approval manager as your default approval manager. You can also
manually specify a default approval manager.

3. Click the Select Approver link. The Approve Transaction(s): Search and Select an
Approver screen displays.



Approve a Transaction- Continued

Approve Transaction(s)
Search & Select an Approver

43

Enter the approvers full ar partial

Last Mame: First Marme:

4c |
& aj

== BHackto Approve Transactions

g, o leawe blank to view all users. Then click the "Search” button.

4. To search for an approval manager:

a. Type search criteria in the Last Name field and/or the First Name

field to search for a specific approval manager.

_O r—

b. Leave the fields blank to return a complete list.
c. Click the Search button. A list of approval managers who match your

search criteria displays.

https://access.usbank.com
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Approve a Transaction- Continued

Approve Transaction(s)
Search & Select an Approver

Last Mame: First Mame:

Enter the approvers full ar partial name, or leave blank to view all users. Then click the "Search” button.

FPlease select an approver from the results list bhelow.

5 FRecords 1 -7 of 7
Select Approver Hame Email Address

\ o Jones, Kate

Anderson, Richand
B Lopez, Mark
Johnson, Donald
rrallery, Erin
Schrmidt, Herry

o James, Anne
7 Fecords 1 -7 of ¥

\ xl_ Set selection as yvour default approver

BT 0 N

Select Approver

== Hackto Approve Transactions

5. Select the radio button for the approval manager you want to forward your approved

transaction to.

6. If desired, select the Set selection as your default approver check box to make the

selected person your default approval manager.

7. Click the Select Approver button. The Transaction Management: Approve Transaction(s)
screen displays with your selected approval manager in the Approver’s Name field.



Approve a Transaction- Continued

Transaction Management
Approve Transaction(s)

Flease select an approver to forward these transaction(s) to or"Cancel” ifyou do not want to approve § forward
these transactions at this time:

*= reqguired

Approver's Mame:™ Anderson, Richard Switch Approver

Summary of Transactions to be Approved
Mumber of Transactions: 1
Taotal Daollar Armaunt: $20.93

N
\ Approve J Cancel J

8. Click the Approve button. The system forwards the approved transaction(s) to the
specified approval manager and includes your transaction in the e-mail summary of
transactions that goes to the approval manager. You return to the Transaction
Management: Cardholder Transaction List screen, on which a confirmation message
displays and the transaction’s status displays as Approved.



Approve a Transaction- Continued

Tip! You cannot approve a transaction without selecting an approval
manager. If you try to, the system displays an error message. Simply select
an approval manager and then click Approve.

Transaction Management
Approve Transaction(s)

A Mo approver has been selected. Please select an approver and resubmit.

Fleaze select an approver to fonward these transaction(s) to, "Final" if no further approval is needed, or
"Cancel" ifyou do notwant to approve f fonward these transactions atthis time:

*= required

Approval Action

C Approver's Mame™  Select Approver
T Mo further approval needed for these transactions

Summary of Transactions to he Approved
Mumber of Transactions: 3
Total Dallar Amount; Fa.92

https://access.usbank.com

23



Approve a Transaction- Continued

. A
Transaction Management

Card Account Summary with Transaction List

Card Accourt Number:

"EE78, JAME SMITH Smitch Accounts

© Request has been successfully completed. N @t@ t h @ @@ lﬁ]f Finn at @ q M @ S S @ g@

-] Card Account Summary

Account Mumber, ® 5678 Outstanding Orders: 15848594
Account Mame; JAME SMITH Unmatched Transactions: $7,333.08 46
Billing Cycle Close Date: IA” 'l m

Total Transactions: §7,383.49 58 Final Approved Transactions:  $0.00 1]
Reallocated Transactions: Fa0.41 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.6% 3.4%

® Open Account

[+] Search Criteria Return to top
[-] Transaction List Return to top

Records 1 - 25 of 52
Fage:1|2]3

ORI Noie the Approved Status

Select Status Approval Status Matcii Trans Posting Merchant City/State Amount Detail E+ PurchaseID ® Allocation Source Last Changed By
B O :

» Approved < 1010 10M3  MAID RITE OSKALDOSA OSKALOOSA, 1A $36.95 ® 1 B DefaultAcctCode  Systern
r Pending 1010 1012 WENDY'S #4410 Q25 OSKALOOSA, 1A §7.78 ® 091010 131658 Default Acet Code Systern
r Pending 1010 1012 HYVEE 1162 DUBUQUE, 14 $15.06 ® Default Acct Code  Systern
r Pending 1007 1042 FIRSTTO THE FINIS 800-747-9013, IL $30.90 ® 2000000 Default cct Code  Systern
r Pending 1040 102 SUBWAY D00T4ET4 OBKALOOSA, 1A $15.52 ® 14031541 0006810540 Default cct Code  Systern
r Pending 1001 1005 SUBWAY 00063990 URBANA, IL §7.80 ® 140115380001 214581 Default Acet Code  Systern
r Pending 0925 0929  RUNDE CHEVROLET EASTDUBUGUE,IL  $139.00 ® Default Acet Code Systern
o T e o BB e AR (TR B LR N e, ALORIEMR B e AL A armor - o oo (e, | AT AR S o ot —FIRER L gm0 oY e,

9. Repeat steps 1-8 on slides 18-22 for all remaining transactions you wish
to approve and forward.
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Pull Back a Transaction

You can pull back a transaction before the
approval manager you forwarded the
transaction to has approved, rejected, or
modified (e.g., reallocated) the transaction.
After an approval manager takes action on a
transaction, the transaction belongs to the
current approval manager and you can no
longer pull back the transaction.



Pull Back a Transaction- Continued

Transaction Management
Card Account Summary with Transaction List

P
* Log Out

Card Accourt Number: Frrrssssnsss 1567, JARNE ShITH

st [Manager's Gueue | Extract Gueue

Switch Accounts

[-] Card Account Summary

Account Mumber: @ 56738 Outstanding Orders: F15,949.59 5
Accaunt Mame: JAMNE SMITH Unmatched Transactions: §7,333.08 56
Billing Cycle Close Date: IA” "I m
Total Transactions: F7,383.49 53 Final Approved Transactions:  §0.00 u]
Reallocated Transactions: F50.41 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.6% 3.4%
® Open Account

=] Search Criteria &l Betumn to top

Advanced Search
Approval Status:

Transaction Amount: /:'urchase 10
[an=] sl / |
Full Back Eligibility: Qrder Match Status:

| =l Jan [
Disputed Transactions:  Reallocated Transactions:
b | =
gDisplay |25 vI Transactions per page

Search Reset & Search with Defaulis

Reviewed Transactions:

All =l

-

[-] Transaction List

Beturn to top

Records 1 - 25 of 52

To pull back a transaction:

P : 2132
'\Hi?e J‘J _.If'=-._H_ P i el e e U

P A

B

1. To navigate to this screen follow the steps on slides 6-9. Select the Eligible for
Pullback option from the Pull Back Eligibility drop-down list.
2. Click the Search button. Transactions that you can pull back display at the

bottom of the screen.
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Pull Back a Transaction- Continued

- ——
Transaction Management \nm_

Card Account Summary with Transaction List

Card Account Number SETE, JAME SMITH Switch Accounts

[-]1 Card Account S '
Account Rumber & 5678 Outstanding Orders $15949.549 5
Account Mame JARE SMITH Unmatched Transactions $7,333.08 5B
Billing Cycle Close Date: IA” 'I m
Total Transactions $7,383.49 58 Final Approved Transactions $0.00 o
Reallocated Transactions: F50.41 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.6% 3.4%

@ Open Account

[+] Search Criteria Retum to top.
[-] Transaction List Esturn to top

Records 1 - 25 of 58
Page:1 | 2|3

Check Al Shown | Unchedoall Shown

Select Si Approval Status L F: Posting Merchant City/State Amount Detail | Purchase ID Allocation Source Last Changed By
B j==] Date
- Pending oMo 1013 MAID RITE OSKALOOSA DSKALOOSA, 1A $38.495 an 1 Default Acct Code  System
(| Pending i0/M0 1012 WEMDY'S #4410 Q25 DSKALOOSA, 1A 779 an 091010 131658 Default Acct Code  System
- Fending 10410 10M2 HYVEE 1162 DuBUGUE, 1A F15.068 (D] Default Acct Code  System
(| Pendine 10607 1012 FIRST TO THE FIMIS S00-747-9013, IL $320.90 (D] 2000000 Default Acct Code  System
el - BUBMYRY Q0074674 e RKALOOSS, e PR im0 S POQBSAE e Default Acct Code.  Sustern, e
i oS e o R e R s e
- FPending 529 0601 JIMMmNS CEDAR RAPIDE, |A §7.06 (D] (A Order - Manual inter, Kay
|l Pending 05/29 0601 MCDOMALD'S MET13 OF 1A DUBUGLE, 14 $4.70 (O] O7E37A7E719VP1Y7000025468 Default Acct Code  Systern
- Pending 05/24 05726 HYATT REGEMCY RIWVERFROMT BT, LOUIS, MO $337.98 m 1] Default Acct Code  Systemn
|l Pending 05/24 05726 HYATT REGEMCY RIWVERFROMT ST, LOUIS, MO $365.70 (O] 1] Default Acct Code  Systern
(R) Reviewad Disputed () Matched Mk Exception (A% Reallocated (i) (i) Trans Detail Level (& Reallocation Locked

Records 1 - 25 of 528
Page: 1|22

ChedeAll Shown | Unchedo Al Shown @]

3. From the list of transactions, select a check box for a transaction with an Approved
status.

4. Click the Pull Back button. A confirmation message displays and the status changes
to Pulled Back.



Manage a Rejected Transaction

The approval manager you forward a
transaction to may reject a transaction. When
an approval manager rejects a transaction, the
system requires the rejecting approval
manager to provide a reason and/or
comments, so you know how to modify the
transaction to make it acceptable. After you
modify the transaction, you can re-approve
and forward the transaction back to your
approval manager.



Manage a Rejected Transaction- Continued

Transaction Management

Manager Approval Queue

The follawing transactions are awaiting your appraval. Filter the pending transactions by using any ofthe
search criteria.

Billing Cyele End Date: Approval Status: 1 Transaction Amount:
[ ~| Rejected v [anr =] g

Cardholder Approver: Last Approver: Order Match Status:
I.s'-\ll 'I —_ IAII vl IAII 'I

Displa\,-'|25 "I
L Reset

FPlease select the transactions you would like to approve, reject or reallocate and click the appropriate hutton.
Mote: Reallocation can anly be dane an the selected transactions on this page, nat against all transactions
an all pages.

sactions per page

If you weould like to vieww or modify specific transaction data, please click on the transaction's approwal status,
date ar accounting code link. =

Fecords1-1 of 1

ChediAll Shown | Uncheco Al Shop

Select Approval Matchh Trans Merchant City/State Amount Account Cardholder ; (> Accounting Code
Status A  pate Number Approver
| Eejected Z 0306 LABTTRYWWHSL 30600340 W MOMROE, LA $500.44  =54512344678 Smith, Jane Jones, Kate EFPMMBGED

) Matched (Manual) @58 Matched (Auto) g Exception (A% Reallocated

ChediAll Shown | Unched A1l Shown
Records 1 -1 of 1

Mass Reallocais

To manage a rejected transaction:

1. Select Rejected from the Approval Status drop-down list.

2. Click the Search button.

3. Clicked the Rejected link for the transaction you want to work with. The
Transaction Management: Transaction Detail screen displays.

https://access.usbank.com 29



Manage a Rejected Transaction- Continued

Transaction Management \m_

Transaction Detail

I Accourt Number: 471655551 2345675, JAMNE SMITH Switch Accounts

Transaction Summanry

Status Match Tran Date Posting Date Merchant Criw/State Amount Purchase ID Accounting Codg
& 01413 0113 MIMMESOTAYILD - TICKETS MIMMEAPOLIS, MM $268.12 121101B180000412 S EPMMBGFD

(R) Reviewed (O) Disputed B8 Matched (Auto) @8 Matched (Manoal) b Exception (A% Reallosated & Reallocation Locked

[

Summary I/ Matched Order I/Allucatlons I/ User Line Items r Tax Data I/ Comments r Approval History

The Approval History tab displays approval actions taken on a t@actinn,

Cardholder Approver: Smith, Jane
Current Pending Approver:  Smith, Jane

Approwval Actiens

Approver Date/Time Approval Action Approver Modifications
Anderson, Richard 0312 41:21 PM ST Rejected 1,7 (Reallocate to Sales)
Smith, Jane 01520 2:51 PM CST  Forwarded

Key for Rejection Reasons:

Incarrect accounting code allocation

Incorrect approver segquence J additional approval needed
Incorrect or insufficient transaction comments information
Incarrect or not enough user line itern data

Unauthorized §f nan-preferred vendor

Incorrect order match

Other

b B2 T S B O PR I

Key for Approver Modifications:
A CThanged Allocation
Z  Zhanged Transaction Comments 5

U Changed User Line tems

== Backto Transaction I_isl/

4. Review the codes, modifications and comments for the transaction using the on-
screen keys.

5. Click the Back to Transaction List link. You return to the Transaction
Management: Cardholder Transaction List screen.

6. Follow the instructions from the approval manager.

7. Follow the steps to Approve a Transaction starting on slide 17 to re-approve and
forward the modified transaction.




Dispute a Transaction

You can use Access Online to dispute a
transaction, including selecting a reason for
the dispute. In addition, you can use the
system to request a copy of the sales draft to
get more information about the disputed
transaction. You can also cancel a disputed
transaction as long as the disputed transaction
Is unresolved.



Dispute a Transaction- Continued

[-]Transaction List = Return to top

Records 1 -4 ofd

Check Al Shown | Uncheds Al Shown

Select Sl-atg_s Matqu Trans Posting Merchant CityrState Amount Detall E* Purchase D [ Accounting Code
I_ m 0ng MR NEWSPAPER MAM a08-6680202, MJ  $128.10 (0] 1 P22562501001 42396
[ athe 01119 MR NEWSPAPER WMAN a08-6680202, MJ  $37.34 (0] 1 P22562501001 42396
r atmg 01709 MEIM MASS MED SOCIETY #3  781-893-3800, MA  $38.00 (0] 00022302 P22662501001 42396
[ 1227 12128 REFELSEWIER HEALTH S B00-654-2452 FL  $193.00 (0] 0541806600019653 P22662501001 42396
(R) Reviewed (D) Disputed (__)Matohed £k Exception (A% Reallacated () (@ Trans Detail Level

Check Al Shown | Unchedh Al Shown

Records 1 -4 ofd

Maich To Order

To dispute a transaction:

1. Repeat the steps for View Transactions on slides 6-10 to navigate to the
transaction list.

2. Click the Transaction Date link for the transaction you want to dispute. The
Transaction Management: Transaction Detail screen displays with the
Summary tab open.



Dispute a Transaction- Continued

Transaction Management \zm—

Transaction Detail

Froduct: Furshasing Gard
Card Account Nurber; wersmssssasm | 33

CHRISE DOE

Transaction Summary

Status Match Tran Date Posting Date Merchamt CityrState Amount Detail E» PurchaselID @& Accounting Code
atlia 15119 MR NEWSPAPER MAR  908-6680202, MJ $128.10 o 1 P22562501001 42396

pisputed ' Matched 4k Excaption G0, @) Trans Detail Level A% Reallocated

Summary r Matched Order r Allocations r Tax Data |

The Summary tab shows high-level transaction infarmatian.

To change the review status, click the "Mark as Reviewed" button.
Toinitiate & dispute, click the "Dispute Transaction” button.

Transaction Reference Information

Date: 011852007 Billing Cycle: 0152212007

Purchase ID: 1 Posting Date: o1M1 952007

Total Amount: 12810 Reference Humber: 247554270187301 81473186

Authorization Number: 051885

Memo Post: Wes
Extract Date(s)

Sales Tax:  0.00 Most Recent Standard Financial Extract:
Freight: General Ledger Extract:

Payment Extract:
Merchant Currency
Hame: MR HNEWYWSPAPER AR Source Currency: LS. Dallar
CityrState: Q08-6630202, MJ Source Currency Amt: 12810
Transaction Type: SALES DRAFT
MCC Code: 5994

MCC Description:  MNEWS
DEALERSMMNEWSSTANDS

Dispute Sales Draft Regquests
Dispute information only reflects the last dispute filed o MERS

far this transaction. More information available in
Dispute History.

N

I+] Dispute History

Dispute

== Backto Transaction List

3. Click the Dispute button. The Transaction Management: Select
a Dispute Reason screen displays.



il

Dispute a Transaction- Continued

Transaction Management b~ oo

Select a Dispute Reason
[ c=ra Foscurt HumBer: e 254, CHRIS DOE Swaitch Accounts |

Merchant
a1/ 82007 O1/Z22/2007 MR FNEWSPAPER AR 12810 24T55427018730181473186

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

My account was charged for this transaction and...

Unauthorized

.1 did not authorize the charge Print, Signature
unrecognized
1l do not recognize the charge Frint, Signature

Merchandise Returned

.| have not received credit far the returned merchandise.
Merchandise Not Recened

..l have not received the merchandise

Services Not Received

...l have notreceived the services.

Credit Not Receved

_l have not received credit toward my account Print, Copy of Receipt
Cash Not Receiwved

_1did not receive cash fram the AT Print, Copy of Receipt
Alteration of Amount

..the receipt does not match the amount posted. Print, Copy of Receipt

Inadequate Description
_the description does not give enough information

Mot As Described

-the merchandise | received does not match the description from the merchant. Frint, Topy of Documentation
Quality of Service

..the service | received does not match the description from the merchant.

Duplicate Processing

-ithas been charged for this transaction maore than once.

Paid by Other Means

_1 had paid by other means such as a cash or check Print, Copy of Receipt

Credit Posted as a Purchase

should have been a creditto my account. Print, Copy of Receipt
Cancelled - Merchandise Returned

I had cancelled the purchase. The merchandise has been returned to the merchant.

Cancelled - Recurring Transaction

_I had cancelled the purchase. This is a recurring transaction such as a monthly service

Cancelled

...l had cancelled the purchase.

Transaction Posted to Closed Account - Recurring Transaction

-this account has been closed. This is a recurring transaction such as a monthly service

Transaction Posted to Closed Account

..this account has been closed.

Defective - ShippedReturned

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

WWWWWWWWWWWWWWWWWWWWV/W')W

_the shipped merchandise | received was defective. Print, Copy of Shipping Invoice
Defective

..the merchandise | received was defective.

Other

_none aofthe above reasons fit my need to dispute this transaction.

== Backto Transaction Detail

4. Select the radio button for the appropriate dispute
reason.

5. Click the Select button. The Transaction Management:
Dispute Reason screen displays, listing your selected
dispute reason.



Dispute a Transaction- Continued

Transaction Management
Dispute Reason: Unauthorized

[ card Accourt Number:  ==sserss==== 1254, CHRIS DOE Swuitch Accouniﬂ
Tran Date Statement Date Merchant Amount Reference Humber
a1mMerzo07 15222007 MR RMEWSFAPER WA 12810 2475542701 8730181473186

Unauthorized
iy account was charged far this transaction and | did not autharize the charge.

This dispute reason requires a physical signature of the Cardhaolder. After completing this farm, click
"Continue" far a printable version of the farm. 7

== reqguired @
Requestar Mame™ / Requestar Phane Nx,yéer:*

|Chris Doe 4 [6121231234 © 8

Comments:™ ,
I did not autharize this charge. | cancelled my subscription in Movember 2006, /;l

9 .
cmm/

== Backto Select a Dispute Beason

Tip! The Transaction Management: Dispute Reason screen has
different fields depending on the dispute reason selected.

6. Verify or type your name in the Requestor Name field.

7. Type your phone number in the Requestor Phone Number field.

8. In the Comments box, enter additional comments to explain why
you are disputing the charge.

9. Click the Continue button. The Transaction Management: Dispute
Reason screen displays with a message at the top confirming that
your request has been completed.



Dispute a Transaction- Continued

Transaction Management
Dispute Reason: Unauthorized

© Request has been successfully completed.

Frint, sign and fax ar mail this farm to the following address. This dispute will not be processed it
thi= form is not received within 21 days ofthe dispute date.

Fa= Mumber:
TO1-461-2463

Mailing Address:

1S, Bank Rational Assaciation, MD
0 UL S Bancorp Service Center, Inc.
F.O. Box G344

Fargo, MDD 58125-6344

wwhen finished printing, wou can go to the transaction detail.

Account Mumber: 4246040011253475

Dispute Date Tran Date Statement Date Merchant Aamount Reference Number

Q3r02/2007 1M ar/Z2007 O1Z222007 MR MNEYWSFAFPER MAM 12310 2475542701 8730131473186

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

Reqgquestor Mame: Reqgquestor Phone Humber:
Chris Doe G121231234
Cormments:

I did not authorize this charge. | cancelled my subscription in HMovermber 2006,

Zardholder Sianature {required to process this dispute)

10. Follow the instructions on the screen to print, sign and fax or mail
this form to US Bank.



Cancel a Dispute

You can easily cancel an unresolved dispute. If
you cancel a dispute, keep in mind that the
transaction is automatically settled in favor of
the merchant. After you cancel a dispute, you
can also re-dispute the transaction



Cancel a Dispute- Continued

[ Transaction List Return fo top

Records 1-4 of 4 Z

Chede Al Shown | Unched: Al Shown

Select Slatl!s Matqh Trans Posting Merchant City/State Amount Detail E* PurchaseID @ Accounting Code

N G 018 0119 MR NEWSPAPER MAN YO9-BEBO20Z, M) §128.10 0] 1 P22562501001 42396
[ 0118 0119 MR NEWSPAPER MAN §OR-BERO20Z, N §37.35 (0} 1 P22562501001 42396
N 0108 0109 NEJMMASS MED SOCIETY#3  781-893-3800 MA  §98.00 () 00022302 P22562501001 42396
[ 12007 12i38  REPELSEVIER HEALTHSC  800-44-2452 FL  §193.00 0} 0541806600019653 P225R2501001 42396

@ Reviewed 'Z:EJ:Z' Disputed {::__)Matched A Exception (A% Reallocated ':E:', @ Tranz Detail Leweal

Ched Al Shown | Unehed All S hon

Records 1-4 of 4

Matc To rir

To cancel a disputed transaction:

1. To navigate to the Transaction List screen repeat the steps on slides 6-10 of this presentation.

2. Click the transaction date link for the transaction you want to dispute. The Transaction
Management: Transaction Detail screen displays with the Summary tab open.

Tip! Disputed transactions display with a D icon to indicate that they were disputed. The D icon
remains even after the dispute has been resolved or cancelled.



Cancel a Dispute- Continued

Summary r matched Order r Allocations r Tax Data

The Summary tab shows high-level transaction infarmation.

To change the review status, click the "Mark as Reviewed" buttan.
Towview the dispute's details, click the dispute reasaon link

Transaction Reference Information

Date: 0151852007 Billing Cycle: 0152252007

Purchase ID: 1 Posting Date: o111 9/2007

Total Amount: 12810 Reference Number: 24755427018730181473186

Authorization Humber: 081985
Memo Post:  Yes
Extract Date(s)

Sales Tax: 000 Most Recent Standard Financial Extract:
ght: General Ledger Extract:
Payment Extract:
Merchant Currency
MHame: MR MEVSPAPER bl Source Currency: LIS Daoallar
CitwiState: 908-6680202, kJ Source Currency Amt: 12810
Transaction Type: SALES DRAFT
MCC Code: 5894
MCC Description: MNEWS
DEALERSMMEWSSTAMNDS
Dispute Sales Draft Reguests
Digpute information only reflects the last digpute filed s hohe

for this transaction. More information available in

Dispute History.

Dispute Reason: Lnauthorized >
Dispute Date: Q3022007 5
Dispute Post Date:

Resolution Date:

Requestor Mame: Chrig Doe

Dispute Status: Unresolved @

™ Cancel Dispure R

[+] Dispute History

3. Review the dispute detail and make sure the Dispute Status is
Unresolved.

4. Click the Cancel Dispute button. A confirmation message displays.

https://access.usbank.com
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Cancel a Dispute- Continued

Are You Sure?

fou have chosen to cancel the dispute filed for the following transaction:

Dispute Date TranDate Posting Date Merchant Amount Reference Humber

0amzizo0y - D1ARE007 01192007 MR NEVWSPAPER MAM 12810  24755427018730181473186

Unauthorized
[ did not autharize this charge. | cancelled my subscription in Movember 2008.

5

\Cancellatinn Cormments:
@ |F"Smith okayed renewal cost

5. Type comments in the Cancellation Comments field. You have
up to 40 alphanumeric spaces for your comments.

Ves Cancl Dispute 1 Mo

6. Click the Yes, Cancel Dispute button. You return to the
Transaction Management: Transaction Detail screen with the

Summary tab open.
https://access.usbank.com 40



Cancel a Dispute- Continued

Transaction Management \m_

Transaction Detail

Froduct: Furchasing Card
Card Account Humbe 1254, CHRIS DOE

€ Request has heen successfully completed.

Transaction Surmmary

Status Match Tran Date Posting Date Merchant CihyrState Armount Detail Ex Purchase ID g Accounting Code

o115 o1/19 MR NEWSFAFPER MARM S05-6680202, MNJA - F1Z510 1 F2Z562501001 43396

. @ Trans petail Lewel (A% Reallocated

Gisputed () matched 4k Exception

SUmmary r Matched Orcler r Allocstions r Tax Data |

The Surmmary tab shows high-level transaction information.

To change the review status, click the "Mark as Reviewed"” button.
To view the dispute's details, click the dispute reason link

Transaction Reference Information
Date: o1 8/2007 Billing Cycle: o1/22/2007
Purchase ID: 1 Posting Date: a1s1 952007
Total Armount: 122310 Reference Number: 2475542701 273013147 32186
Authorization Humber: 0281985
Memo Post: Yes
Extract Date(s)
?rael;ash;r_ax: o.oo Most Recent Standard Financial Extract:
ah: General Ledger Extract:
Payviment Extract:
mMerchant currency
Hame: MR HMEYWSFPFAFPER bk Source Currency: LS. Dollar
Cityr'State: 903-6680202, MNJ Source Currency amt: 12510
Transaction Type: SALES DRAFT
MCC Code: 5994
MCC Description: MNEYWS
DEALERSIHNEWYSSTARDES
Dispute Sales Draft Requests
Dispute information only reflects the last dispute filed - none

Tor this transaction. More information awvailable in
Dispute History.

Dispute Reason: Unauthorized
Dispute Date: ozs02r2007
Di=spute Post Date:

Resaolution Date:

Requestar Mame: Chris Doe
Dlispute Status: Unresoled

[+] Dispute History

== Backto Transaction List

Tip! If you need to, you can re-dispute the transaction by repeating the steps
in Dispute a Transaction, slides 32-36.



View Approval History

If you want to see the history of a transaction,
you can view the approval history for a
specific transaction on the Approval History
tab. The Approval History tab provides an
audit trail, including the name of the approval
manager and what action the approval
manager took related to the transaction.



View Approval History- Continued

Transaction Management
Card Account Summary with Transaction List

Switch Accounts

[-] Card Account Summary

Account Mumber:
Account Mame:

Total Transactions:
Reallocated Trangactions:
% Reallocated Transactions:

® Open Account

@ 5678,

JAME SMITH

Billing Cycle Close Date: IA“ :I' | Search J

7,393,
$50.41
0.6%

49

Cutstanding Orders: $154949.689 5
Unmatched Transactions: $7,333.08 56
a8 Final Approved Transactions:  $0.00 1]
2 % Final Approved Transactions: 0.0% 0.0%

34%

[+] Search Criteria

Return to top

[-] Transaction List

Beturn to top

Records 1 - 25 of 58
Fage:1|2]|2

Chedall Shown | Unched Al Shown

Select Status Approval Status Match
B [oe]

Posting
Date

Merchant

Purchase ID

Allocation Source

Last Changed By

r Final Approved
Pending
Pending
FPending

oo 9an

Pending

10M0

1013
1012
1012
1oz
1012

MAID RITE OSKALOOSA
WENDY'S #4410 Q25
Hv VEE 1162

FIRST TO THE FIMNIS
SUBWAY 00074674

Amount
QSKALOOSA, 1A $38.95
OSKALOOSA, 1A §7.79
DUBUGUE, 1A $15.06
800-747-9013, IL $30.90
OSKALOOSA, 1A $15.42

091010 131658

2000000

140315410006810540

Default Acct Code
Default Acct Code
Default Acct Code
Default Acct Code
Default Acct Code

Systemn
Systemn
System
System

Systemn

e U | ARG, ™S S BT ¥ IREABA Ui e e e e e ST ] PAAEAL i e e T, ARt Syt B ]

To view approval history:

1. From the Transaction List screen, select the link in the Approval Status column for
the transaction you want to view the approving history of. The Transaction
Management: Transaction Detail screen displays with the Approval History tab open.



View Approval History- Continued

Transaction Management m_

Transaction Detail

I Account Mumber: 471655551 2343675, JAME ShMITH Switch Accounts

Transaction Summany

Status Match Tran Date Posting Date Merchant CityState Amount Purchase ID (A Accounting Code
03/06 ozros MIDVWEST TRAMSIT SYSTEMS PALOS HEIGHTS, IL $270.44 123301 200001966 S EFMMNBGFD

(R) Rewiewsd (O) Disputed @ Matched (Auto) @80 Matched (Manual)  fl Exception (A% Reallocated By Reallocation Locked

Summany |/ Matched Order |/ Allocations I/ User Line Items I/ Tax Data |/ Comments I/J"\Cprcual History

The approval History tab displavs approval actions taken on a transaction.

Cardholder Approver: Srnith, Jane i
Current Pending Approver: Final Z : };

Approval Actions

Approver Date/Time Approval Action Approver Modifications
Jones, Kate o318 2:38 PM ST Final Approved

Anderson, Richard 03718 2:37 PM ST Pulled Back

Anderson, Richard 03/18 2:20 PM CST  Rejected 1 L

Smith, Jane 0318 214 PM CST  Forwarded

Key for Rejection Reasons:

Incorrect accounting code allocation

Incorrect approver sequence f additional approval needed
Incorrect or insufficient transaction comments information
Incorrect ar not enaugh user line itermm data

Unautharized ! non-preferred vendar

Incorrect arder match

Other

- 3 B W R =

ey far Approver Modifications:

A Changed Allocation

= Changed Transaction Camments
LI Changed Us=ser Line tems

== Backtio Transaction List/

2. Review the approval action information.
3. Click the Back to Transaction List link. You return to the Transaction Management:
Cardholder Transaction List screen.



How to Print Your Statement

Transaction Management
Account Information
Reporting

My Personal Information

Message from U.S. Bank

Welcome!

You are wiewing Access Online, the latest innowation in our corn
Cnline is aweb-enabled program manadement and reporting
easily configured and deployved to meet the unigque needs of oo
implement the features and functionality that best support and)

Home
Contact Us

Access Onling harnesses the power of the Internet within 2 =
access to their payment solutions amdime, ammwhere.

When our clients are ready, sois Access Online

. J g 3 R R T
(AP — ol s s o, g F e T
. un =, o = LI e

s,

1. From the left Column Navigation Bar Select the Account
Information high-level task.

https://access.usbank.com
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How to Print Your Statement- Continued

Account Information

Transaction Management
Account Information
Statement
Account Profile
Hepuni“g Statement
View account statement(s).

» Cardholder Staterment /

Home Account Profile
Contact Us View account demographics, limits, accounting code,
and other related information.

m Cardholder Prafile

My Personal Information

2. Click the Cardholder Statement link.

https://access.usbank.com 46



How to Print Your Statement- Continued

Cardholder Statement
Select Cycle

I Accourt Number: 4716123412341234, SANDRA MWER Switch Accounts

Please select a cycle to view for the account selected. Please note: The statement display cannot be used for
remittance of payment itis for display purposes only,

Select Billing Cycle: 3
02062004 ¥|

4
Ve Suement R

3. Select a cycle from the drop-down list.
4. Click the View Statement button.
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How to Print Your Statement- Continued

SACME CORFPORATICORN
MEMO STATEMERT
A O UMNT MUMBER

A7 512541 2542254

STATEMEMNT DA TE O -2 07
T OoTAL ACTIWITY £ 144 00
A UNT DU E Fo.00

Do KNOT REMIT

107

AF161234123F42234

REFEREMCE HUMEBEER

ooooooooao

o=z-19a Oz-17 AT 1IOHRSORS PRIMNTIRG EOST OR s
o=z-19a Oz-17 LATOFFICE FIRMNITURE TO SO ST LOLINSE ol
O3 -Z65 Oz-145 AOHRMSOMSES PRIMNTIFRG EO0S TO R ol

0= -Z65 oz-19 OFFICE FURMNITURE TO SO ST LGOS ol

T4 TTAL25ETOTE01a11 111117 2741 2T a0
T4 TAL2ETOTE01a11 1111186 s021 45 00
T4 TAL25ETOS501T3a11 1111174 2741 2T a0
T4 TTQL2ETOS501a11 1111187 s021 45 00

DefAu it Socounting Cosde: SS555 AOZ2A00OR LI 12T 473
ACCHDDUURRT MUnVMIBER ACCOUIRT S UNWVETWEO R Y
CTUSTORMER SERYWICE ALl
AF1E-12240-1230-2232
EEEWIOLIS Bl ARcE & 00
1-200D-3244 5696 STATEMEMT DATE[ DISPUTED AMOUMNMT
PFURCHASES =
oz -z O * oo DTHER CHARGES F1d 4. 00
CaSH aADWANCES .00
SEND BILLING INQUIRIES To: AMOUNT DUE
% 0.00 CASH ADWARNCE FEE H.00
A LS. BANCOORF SERVICE CERTER, TRES
L= B bl PLAT 2 PE L SSSOC AT IS RO O O T REWET
P BOx B2dd CREDITS .00
FARGDS, MD 58125 53dd
TOTAL SCTREIT F1d44. 00

COFY RESHT 2005 US. B0 MK MO TIONOL 0SS o TION ND

FPOLEE 1 OF 1

The statement opens as a PDF file in a new window.

Print this PDF file as your monthly statement and submit to
Accounts Payable with all original receipts and the PCC Purchase

Report.



How to Run and Print the
Transaction Detail Report

The Transaction Detail Report provides Cardholder and Approval
Managers a snapshot of monthly transactions which includes comments
and the Oracle account number(s). Cardholders are to add a comment to
each transaction which clearly identifies the purchase and its purpose.
Approval Managers can readily view Cardholder transaction comments
when approving on-line. The Transaction Detail Report is to be submitted
monthly with the Cardholder Statement and original receipts. The
Cardholder is to indicate use tax, EWRF, etc., in the comment section of
the Transaction Detail Report. The Transaction Detail Report will replace
the Monthly PCC Purchases Report.

NOTE: Cardholders are reminded to sign and date the monthly statement
prior to submission to Accounts Payable.



How to Run and Print Transaction Detail Report
/2 Reporting - Windows Internet Explorer

@_.: o =[] hitps:ffaceess ushank. comfepsapp1 jUSBComSerlet

i@
=1l &[] ¢ | [tive searen P
Fle Edb View Favortes Took Help

or g - B - - hreos - ook - @ &L 3

U.S. Bank Access® Online

Trustees California State Univ

@bank Reporting
Tran: 13

Financial
gement  Wonitor expenditures, track variances and manage account
tion allocations
al Information

All of M3 serving you™

My Personal Information

‘
[ E

[T [ [ trustedsites

Print Transaction Detail Report (this report will show the Comments and

Oracle #’s). This report will replace the Monthly PCC Purchases Report.
1) Select Reporting

2) Select Financial Management
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How to Run and Print Transaction Detail Report- Continued

ncial Management - Windows Internet Explorer

[ =1&l x|
@:: v [I2] https: faccess usbank. comfcps#pp1 JUSBComServiet = & |[#2)]5%] [uive search Pl
File Edt View Favortes Taols Help
v e B - B - - hpase - GiTods - @0 & 3
U.S. Bank Accesse Online Trustees California State Univ
Logout
@bank Financial Management
Transaction Management Order Management Transaction Management
Account Information Full Transaction and Order Detail Transaction Detail
Reporting Full expenditure detail, including transaction, line item, order,  Detailed fransaction daEmc\udmg merchant detail,
+ Financial Management account allocation, and tax estimation information allocation (accounting code) information, and transaction log
My Personal Information data.
Home:
Contact Us
All of M3 serving you~
[0 00T [ [ mrusted sites S ]

3) Select Transaction Detail
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How to Run and Print Transaction Detail Report- Continued

i@
=1l &[] ¢ | [tive searen P~

/2 Transaction Detail - Windows Internet Explorer

File Edit View Favo

& | hitps:{faccess. ushank. comfpsapp 1 JUSBCammservlet

Tools  Help

Sr & - B o - [ Page - (GhTodk - @ & B

U.S. Bank Access® Online

Trustees California State Univ I~
@bank Financial Management

Transaction Detail

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

* = required

pate &—

Contact Us ' Cycle Close Date Range: (' Calendar Month Range: @ Posting Date Range: ' Transaction Date Range:

[~ Enable Cydle Day
Stant Date: End Date
[os72572010 Er o [p6722/2010 B < 4@

Transactions Included
divider
Transaction Status:

& Reviewed Status
Al -

¢ Approval Status
Hold down the Ctrl key to make multiple selections

Pending Cardholder Approval
Pending Manager Approval
Final Approved

Disputed Status:
All ha

Transaction Amount
o= =g

Posting Type
Al -

Payments:
@ Exclude © Include

Fees

@ Exclude € Include
Additional Detail /
¥ Display Transaction Camments ¥ Display Allocation Detail

Merchants

@& Merchant Category Code Group
Hold down the Ctrl key to make multiple selections

mennEEraTE i -

4) Select the radio button next to “Posting Date Range”
a) Enter the current month date range
5) Check “Display Transaction Comments” and “Display Allocation Detail”

Selecting both of these options will result in the Comments and the Oracle
account numbers printing on the Transaction Detail Report.
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How to Run and Print Transaction Detail Report- Continued

/= Transaction Detail - Windows Internet Explorer -1®] x|
T hitps:/faccess.ushank, comfcpsipp1 JUSBComServlet *4| X | [tive search P~
N

Fie Edt View Favortes Tools Help
oot B - ) - [eege - (GrTods - @0 & 3
To limitthe results from the default of "all” enter a full or partial "begins with” merchant name and add it to the list.

Select By

To limit the results from the default of "all,” select one of the following and enter a full or partial "begins with™ accounting code or alternate
accounting code name (at least 3 characters).

& Accounting Code

© Alternate Accounting Code Name *

Sort Report By

|AccnumName j |Trans Date j |Nn Sort j |Nn Sort j
@ Ascending Order & Ascending Order & Ascending Order & Ascending Order

' Descending Order ' Descending Order ' Descending Order ' Descending Order

Report Output

PDF -

Qutput Parameter Page Placement:
Selection defines the location of the Parameter Page details on the report output.
End hd

Group Report By
Account Number.
4246040016486831

Break/Subtotal Level

- Mo BreakiSubtot:

Page Break:
© ves @ No

MNote: Page Break is applicable on 'Subtotal Level is chosen

’

<
§ Run Report i Resct J

== Backto Financial Management

All of M3 serving you

0T T [ [ Trusted sites

Scroll down to the bottom of this page
6) Select “Run Report”
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How to Run and Print Transaction Detail Report- Continued

—& x|
H@"@ %|1_/z ® ® [z - o k] [F -
Trustees California State Univ
Report Date: 06/16/2010
Transaction Detail - Summary
Merchant
Posting MCCG Category Code Merchant Merchant Taxpayer ID Trans Posting

Trans Date Dare Code MCC Description Name State/Province Number (TIN) Amount Type Purchase ID Trans Status  Disputed Status

Nime: JANE DOUBEK Account Number: ******0016486831 Optional 1: LEEPER.G Optional 2: 64010 Lost/Stolen Account: Replacement Account:
5/21/2010 05/24/2010 131444 5737 FTFRCTRONICS STORES FRY'S.COM CA 770062030 § 6281 Memo 12454681 Not Reviewed No

ANocation Accounting Code Amount: Allocation Accounting Code Value: 64010.000.66030.0000.1006.3701.0000RedID804028713

Allpcation Source: USER Allocation Last Changed By: HEKMAN REID A
Comikents : CD/DVD Sterage 100 Unit
Total Nujmber of Records: 1
Total

§ 62.81
End of Report
Al - Summary / jdoubeks1 / 06/16/2010 4:51 p.m. CT Page 1
L=]
@start| | [ @ [~ g &) (¥ 22 22 | [ Inbox- Mcrosoft Outlook | 3 RE: PLEASE READ - PC. .. | ® 1 Reminder & Meeting Maker Calenda. .. | (=6 Mcrosoft Office Excel +| #51] H - screenshots from ... | @ Transaction Detall - win... || {& https://report.acces... “\3 M&E z52pm

7. Print report by selecting the Print icon at the top of the page.

The Transaction Detail Report is to be submitted with the Cardholder
Statement with original receipts at the end of the cycle.

https://access.usbank.com
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Submission of Paperwork

Cardholders are to submit the following documentation each month:

— Statement

e Cardholder must sign and date this form

— Transaction Detail Report

e Printed with the Comments and Oracle number
— All original receipts / invoices for each purchase or credit

— Justification as required



Resources Available To You

Access Online Help Desk — (877) 887-9260
- General Website Navigation Inquiry
- Resetting Passwords
- General Account Inquiry
24-Hour Customer Service- (800) 344-5696
- Balance Inquiry
- Statement Inquiry
- Disputed Items
- Declined Purchases
- Card Activation
- Lost, Stolen or Compromised Card
Sharon Danner, PCC Coordinator: 4-2915 or sdanner@mail.sdsu.edu
Candice Cooper, AP: 4-5246 or ccooper@mail.sdsu.edu




Congratulations!!!!

e

A
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