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June 14, 2022

State of Idaho

Access Online 

Program Administrator Training

This training provides Program Administrators with the basic 

information needed to get started using the Access Online 

system to manage their card programs.

Client Training | Confidential
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Agenda

Topic Estimated time - MT

Card program transition 8:30-8:45

System Administration 8:45-9:15

Account Administration 9:15-9:45

Account Information 9:45-10:00

Break 10:00-10:15

Transaction Information 10:15-10:45

Reporting 10:45-11:15

Training and resources 11:15-11:25

Closing and next steps 11:25-11:30
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Card program transition

3
P R O P R I E T A R Y  &  C O N F I D E N T I A L  — U . S .  B A N K
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U.S. Bank Access® Online

Electronic access and program management system that provides the security, 
functionality, reliability and convenience you need to successfully manage your 
card programs.
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Implementation timeline
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• PA Training with Melody           June 14

• PA Access Online User Access          June 16

• Cardholder Communication – new provider announcement

• Additional Training with Melody

Data Analytics/Payment Analytics – June 21 1:00 – 2:00 MT

Additional Access Online Training (Hold the dates) 

- Program Administration – August 23 1:00-2:30 MT

- Transactions and Reporting – August 24 1:00-2:30 MT

• Recommended WBT Training for PA’s by 8/1

• Questions

Communication and training
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Access Online web-based training

Resources for all learner types:

• 5-10 monthly recurring virtual training 

sessions

• 40+ self-paced interactive lessons

• 80+ quick reference guides

• 36 recorded classes

• 45+ videos

Training can be assigned to the cardholder 

by the Program Administrator
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Program Administrator curriculum

Main curriculum

• Getting started

• Card Setup and Maintenance

• User Profile Setup and Maintenance

• Transaction Management

• Reporting

Additional topics available

• Alerts and Notifications

• Payment Analytics

Example learning plan

During implementation: PAs receive a 

customized set of webinars to get 

started with your program

Ongoing: You have a customized 

learning plan outlining webinars and/or 

on-demand courses for your PAs

Optionally: Assign training and/or 

certifications to your PAs and track 

completion. Periodically request 

webinars if needed.
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System administration
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U.S. Bank Access® Online functionality

Administrators, managers and cardholders can easily access tools via the Internet, in real 

time, for completely “paperless” card administration
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Access Online product features - cardholders

Cardholders can: 

• Easily access transactions and statements 24/7

• Register their account and create their own user ID and Password

• Access PDF copies of statements; up to 24 cycles of data

• Manage contact information and set up account alerts
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Access Online product features – account management

Administrators can: 

• Setup and maintain cardholder accounts, including immediate or future changes 

• Create temporary account information changes using effective dating functionality

• Update account information, default accounting codes, authorization controls

• Setup and maintain system users, including access rights within the system
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Access Online product features – transaction management

System users can:

• View transaction detail from up to the past twelve cycles

• Initiate transaction disputes and monitor their status

• Allocate transactions to an accounting code, approve transactions (Department 

of Transportation may use this functionality)
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Access Online product features – reporting and extracts

Administrators can:

• Run or schedule reports from 60 standard templates with multiple criteria selections or 

create your own using Flex Data reporting

• Securely upload/download data files to/from the bank with Data Exchange

• Integrate existing financial and procurement systems with Access Online in many ways 

from purchase to payment

• For applicable agencies, multiple extract types
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Processing hierarchies organize your accounts in Access Online

Hierarchies help organize your card program and tie accounts and users together for processing and reporting purposes. 

The processing hierarchy is the backbone of Access Online.

Bank number 7129
The Bank number identifies the card type (purchasing card, travel card 

etc).

Agent number 2070 The Agent number identifies the kind of plastic (Visa or Mastercard).

Company number 
#####

The Company number identifies your agency (managing account).

(Optional)

Division number

Department number

The Division and Department numbers, which are optional, can be used to 

further differentiate where cards belong and let you see different areas for 

reporting.
}
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Overview of accounts

Your organization has a managing account 

set up for each agency – billing is done at 

this level.

Cardholder accounts roll up to the 

appropriate managing account.

User profiles are tied to the cardholder 

account or directly to the processing 

hierarchy.
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Log into Access Online
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Login Page

Enter your Org Short name: 

ID

Card activation and PIN reset

Cardholder online registration

Clicking the 

Forgot your 

password link 

will allow you to 

answer an 
authentication 

question and 

reset your 

password.

https://www.access.usbank.com

https://www.access.usbank.com/
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Multi-factor authentication

Multi-factor Authentication:

• Username and password

• Request code via mobile or 

email, then enter code

• Admins enter authentication 

answer for added security
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Home page for 

cardholders

Helpful quick links

Past 10 transactions

Card balance
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Home page for Program Administrators

Left navigation menu

The system logs you out after 15 minutes of inactivity.

Get comfortable using links, your browser back button 

will kick you out. 
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Set up user profiles
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Who needs a user profile?

Who does and does not

need to have a user 

profile set up?

Does need a user profile: cardholders and non-cardholders who need to log into 

Access Online and view information or perform tasks in the system. Cardholders 

can create their own user profile through Online Registration.

Does not need a user profile: cardholders who can complete all reconciliation 

processes in a different system.

A user profile 

gives a person 

access to the 

system.
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How do people receive a user profile

Role To gain access

Cardholders

1. When you, as a Program Administrator, creates a card, the last step allows you to 

set up a user profile for the cardholder.

2. The cardholder can use Online Registration to create their own user ID and 

password.

3. You , as a PA, can create a user profile for the cardholder

Approvers You, as a PA, can create a user profile for approvers

Program Administrators
Another Program Administrator can create a user profile, or the bank can set up a user 

profile
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Manage user access

Use to create and modify 

user profiles
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Set up a new user link
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Enter login 

information

Step 1 of 3:

Entering the user’s:

- Login information

- Approval selections

- Functional Entitlement 

Group

- Accounting Code View

Email domain may be restricted to 

work email address



Client Training | Confidential 29

Approval selections For the Transaction Approval Process (TAP), set up 

approvers here to have access to the Manager Approval 

Queue. 
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Selecting a Functional Entitlement Group

Functional Entitlement 

Group (FEG) options are 

customized for your 

organization. Contact your 

Account Coordinator for 

additional details on the 

FEGs available for your 

organization.

Click the FEG link to view the details 

of the functionality assigned to that 

FEG
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Reviewing functionality for the FEG
F = full access

V = view only access

REP = reporting only

Open each area to see checks next 

to functionality included for this 

FEG.
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Selecting FEG(s) for the Account Approval (AAP) process

Selections applied to this user 

profile appear in the Selected 

Groups box
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Selecting the Accounting Code View

Accounting code views are set up through 

another function. Apply them here to user 

profiles. Here is one example of how it could be 

used:

View 3 – The default view could be used for 

cardholders to see the few code segments 

needed for their own accounts.

View 2 – Could be a different view with 

additional code segments added for another 

role.

View 1 – Could be ALL the accounting code 

segments, or the widest scope view.
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Successful confirmation screen

Step 1 of 3 is complete.

Entering the user’s:

- Login information

- Approval selections

- Functional Entitlement 

Group

- Accounting Code View
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Assigning accounts 

and hierarchies

Step 2 of 3:

Assign to the user:

- Accounts

- Processing hierarchy

- Reporting hierarchy

This is a critical step!
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Assigning accounts and hierarchies

Account assignments – for a one or a few 

specific accounts from one or more 

hierarchy levels

Search for and add one or more 

accounts that this person needs to 

be able to view
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Assigning hierarchies

Hierarchy assignments – for a larger 

number of accounts, all within one or 

more hierarchy levels
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Selecting a hierarchy

Select a hierarchy level 

and click Search

Select the hierarchy

Click Select Position

Click Accept Hierarchy
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Viewing selected hierarchies
Selected hierarchies do not display here. 

Click the link to see hierarchies applied to 

this user profile.
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Adding contact information
Step 3 of 3:

Add contact information:

- Address, phone and email

- Language

- (optional) Email notifications
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Adding demographic information

Users can update information in 

this section by going to My 

Personal Information.

Email addresses may be restricted by 

domain. For example, you can enter a 

work email but not gmail.



Client Training | Confidential 42

Adding notifications
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Review the success message
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Set up a proxy or 

backup for a user

Set up a user profile for that person. Give 

them the same settings as the original 

user, such as:

• Approval manager settings

• Account or hierarchy assignments 

• Functional Entitlement Group (unless 

you have backup FEGs)
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Cardholder self-registration online

Cardholders set up their own 

user profiles when they register 

their card in Access Online.
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Maintain a user profile
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User profile maintenance under the System administration link
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User profiles link to maintain a user profile
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Searching for a user profile

Use a % in the User ID or 

Last Name Field as a 

wildcard search
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Selecting a user profile
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User Profile 

screen
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Manage personal information
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User ID address and 

phone number

The User ID address is what cardholders 

enter when they self-register; it may 

differ from the Cardholder address (see 

next slide).



Client Training | Confidential 55

Cardholder address 

and phone number

The Cardholder address is what was 

entered when the account was created; 

it may differ from the User ID address. 
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Account administration
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Access Online Home screen

Click Account Administration to open a new 
card account.
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Create New Cardholder Account
Click Create New Cardholder Account.
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Define Product Settings

Click Search if you need to look up the 

company number (required).
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Search for hierarchy

Click Search
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Confirm position

Show hierarchy namesShow hierarchy names

Click Confirm.
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Define Product Settings continued

Click Next.
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Enter Account Information

Template option

Step 2 is to Create the New Account.

You may have the option to use a template 

with pre-filled fields for common information 

such as a business address. 
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Special fields of note…

Account 
Owner’s 
address

The cardholder needs to know the zip code 

here for purchase entry and authentication 

with Customer Service. 

Email 
address

Most organizations have turned on email 

domain restrictions. For example, allows 

email@acme.com, not gmail.com. 

Optional 
and 

Employee 
fields

Optional 1 and 2 can be used for any data 

points you want to collect for reporting. The 

Employee field may be required.
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Special fields of note, continued…

Legal Name 
is required

Optional 
Account 
Active 
Dates

You have the option to select account active 

dates if you want to specify when the card 

can be used.

Default 
Accounting 

Code

Some organizations specify a default 

accounting code where all transactions are 

coded by default. 
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Authorization Limits

Click Show Optional Fields to see and set 

additional spend control limits.
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Spend 

Controls 

Limits

For spend controls, when a transaction is made, the 

system applies FIRST the controls that are on the card 

account, then applies the controls that are on the 

managing account. 

If you want controls different from the managing account, 

uncheck these boxes for the system ONLY to look at the 

controls on the card account.
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Click Next to submit

Click Next to submit

For more information on adding Merchant Authorization 

Controls (MACs) to card accounts upon setup, attend our 

class: Cardholder Account Setup and Maintenance
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Create a user id for the cardholder
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Review Information
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Confirmation
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Request Status queue
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Maintain a card account
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Maintain a cardholder account
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Find Account screen
Use different criteria to search such as email address 

or managing account information
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Selecting cardholder
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Close an account

Click the pencil for Account Status to close an 

account or change the status
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Account status maintenance DO NOT CLICK the X to 

close blue box after a change is 

made.

Scroll the bottom of the screen and 

click Next to save the change.

V-9 – temporarily close a card

T-9 – permanently close a card
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Updating other information Any cardholder account information can be updated in a 

similar manner by clicking the plus sign to open that 

section of information.
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Account Profile - Review
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Account information
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View managing account information
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Managing Account Statement
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Search for the managing account

Enter % in Managing Account Name field to pull up all managing 

accounts

Click Search

%
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Select the link for the account

Click the link for the account so that 

you can view the statement
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Select the billing cycle date

Select the billing cycle date and click 

View Statement

Make a payment through the 

State Controller’s Office.
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View the PDF statement – top of page 1

Total amount due to be paid to 

the bank

A summary appears on page 

one
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View the PDF statement – middle of page 1

Card holder transaction detail 

appears here and on 

subsequent pages
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View the PDF statement – bottom of page 1 Summary and Customer 

Service information appear at 

the bottom of page one
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Managing Account Profile
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Managing Account Summary Click a link to view information about the 

managing account

View credit limit and available credit 

through Authorization Limits

View past payment information in the 

Financial History
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Authorization limit info
The Credit Limit is your overall credit limit 

for the managing account, including all 

associated card accounts.

Available Credit is the amount you currently 

have available for spending. It includes all 

POSTED transactions up through the last 

nightly system update.

It’s the difference between your Credit limit 

and Outstanding Balance.

When your payment to the managing account 

posts, the Available Credit goes back up (to the 

Credit Limit at the highest amount)
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Payment history for a managing account

Tabs provide 12 months and up to 

7 years of history.

Shows current and past info. Current is 

of last system update and shows 

POSTED information.

View payment information.
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Outstanding balance

See the current balance. This is how much of the 

managing account credit limit your organization has used. 

This includes POSTED items as of the last nightly update. 

It doesn’t include pending items.
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View cardholder account information
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Account information on the main menu
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Account statements or profiles
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Cardholder 

account 

statement search 

screen
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Search and select an account
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Statement pdf
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Cardholder account profile
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Cardholders’ account profile link
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Cardholders’ account profile
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View account authorizations
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Authorizations - declined transaction link
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Declined transaction details

The reason for the declined transaction will be 

listed here. Click the other tabs for additional 

details.
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Transaction information
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Click Transaction Management
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Access Transaction List

Click Transaction List
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Search for the cardholder account
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Select the account

Click to select the account
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Filter by billing cycle
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Filter the list using search
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View a transaction
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View details

Dispute
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What are disputes?

Definition:

• Cardholder recognizes vendor but does not recognize the transaction or has not 

received the goods purchased.

Cardholder requirements: 

• Attempt to resolve with merchant

• File a dispute with U.S. Bank

─ Call the bank or submit through Access Online

─ Provide detailed explanation 

─ Respond promptly to requests from U.S. Bank dispute processing

Visa® and Mastercard® manage 

and determine industry dispute 

regulations
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Fraud process

Report

Fraud

• Fraud cases should be reported over the phone

• Fraud cases need to be initiated within 90 days from the posting date

• Contact Fraud directly at 800-523-9078

• Contact via Customer Service at 888-994-6722

Account

Closure

• When an account has fraud, the account will be closed, and a new account will be 

issued to the cardholder

Case

Processing

• Case processor assigned 

• If fraud charges post to the account, the Statement of Fraud is generated

• Statement of Fraud must be signed and returned to U.S. Bank by the cardholder within 

21 days from the date it was generated
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Reporting
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What reporting factors should you consider?

• 6 years of history on available on reports

• Data displayed on reports is from the prior day, after the system 

updates

• Allow pop-ups so reports can open

• While viewing reports in desktop applications, Access Online 

logout will occur after 15 minutes of inactivity (with option to 

resume)
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Navigate to Reporting

To access the reporting area, click  

Reporting on the left navigation pane. 
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Standard reporting
Available reports depend on your role, 

organization and card type

Reporting features:

• Choose from over 60 report templates

• Select parameters to “customize”

• Create multiple reports from the same 

template

• Run when you want it

• Schedule many of them
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Navigate to Program Management

Click Program Management
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Navigate to the Account List report

Click Account List
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Specify report parameters – date and status

Best practice – select Last Maintained Date 

Range and leave dates blank

Select one or more statuses

Defaults to Cardholder, but you can 

select Managing or Diversion Account

Leave at default of all
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Select additional details

Select any additional details
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Report parameters – comments, purged accounts

Select whether to include comments  from 

the Account Profile

Show all accounts, 

purged accounts, or 

non-purged accounts

V9 and T9 cardholder accounts purge - 12 months Open 

status cardholder accounts purge - 22 months. 

Account information is still available by reporting for 6 

years after the purge date and thereafter, offline by 

request.
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Select sorting options

In what order do you want information 

to appear on the report? You can sort it 

by some (not all) of the columns that 

display on the report.

Select the order – ascending 

or descending
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Select report output type

Select an output type. For 

this example, select Excel.

Report Output types include:

• PDF

• Excel

• Browser

• Active Report

Some report types do not have ALL 

output types available.

Reports put the parameters somewhere on the report. If 

you select PDF output type, you can choose whether to 

put them at the beginning or end.
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Select a way to group the report

Select how you want the data grouped. You can group 

by Processing Hierarchy or Account Number or Account 

ID. If you have Reporting Hierarchies, you can group by 

Reporting Hierarchy.

Click Search for Position or 

Add Multiple
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Select a hierarchy level or enter hierarchy information

Select a level and click Search

Or type a Reporting Hierarchy 

Name or levels and click Search
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Select one or more hierarchies

Show or hide hierarchy 

names
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Complete all three steps

1 2

3
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Run the report

Click Run Report
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Excel output

Excel is great for showing ALL data. You can use its functionality to search, sort, and create charts and 

tables. It’s good for saving and archiving data or uploading to other systems.
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Navigate to Administration reports

Click Administration
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User Management reports

I want to see all the Access 

Online users to see who is 

active in the system.

Click System User List
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Navigate to Financial Management reports

Click Financial Management
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Transaction Management reports

Click Transaction Detail
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Choose a date range and enter parameters

To run the report for a specific cycle, 

select Cycle Close Date Range. Then, 

enter the same date in the start date 

and end date fields, using a date that 

falls within that cycle. 

IF you check the Enable Cycle Day 

checkbox, you need to enter the exact 

cycle date in the Start Date and End 

Date.
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Choose transaction amounts or posting types

Enter a transaction amount or leave blank to see all transaction amounts

You could schedule a monthly report to see all transactions over $5,000.

Select a posting type (Posted or Memo posted) or 

leave at the default of all
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Include or exclude payments, fees and additional details

Choose to exclude or include payments or fees

Select additional details
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Select which merchants appear on the report

Select one or more Merchant Category Code Groups to view 

transactions at those merchants. Leave it at the default of All to 

view transactions from all merchants.
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Select sorting and output type

Select to limit the results to a particular accounting 

code. Leave it blank to view all.

Select sorting options

Select output type. For this example, select PDF and have 

the parameters placed at the End.
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Group report

Select to group your report by 

hierarchy or account number.
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Run report

If you choose PDF for your output type, you have the 

option on some reports to include a break and subtotal 

for a level of the hierarchy. You can also choose a page 

break at that subtotal.

Click Run Report
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Transaction summary versus detail

Click the transaction date to 

see more details.

If you chose a break/subtotal, you 

can see the total of all transactions 

for the hierarchy.
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PDF output detail
Links to detail are only active while Access Online is open. So, you 

can’t save the report and have the blue links work. Also, keep a 

watch for the pop-up box to resume your session if it is about to 

time out.



Client Training | Confidential 151

Create scheduled report

Click Create Scheduled Report
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Navigate to Report Scheduler

Click Report Scheduler
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Training and resources
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Find the web-based training (WBT) site

Click Training.
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Home page

Use the drop-down to 

change role.

See what is new.

Your role will be selected as a default:

• Cardholder

• Administrator
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Search for resources

Type a keyword 

and click Search.

Filter by resource 

type.

Click the link to open the resource.
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Select content

Click a heading to open 

a topic.
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Learning content types

Click a title to open and review a 

resource. Viewing this way does 

not mark an item COMPLETED!

Select each tab to see all 

resources, including 

certifications.

We list some items in 

more than one topic to 

make them easier to 

find.
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Lessons

Use the menu in 

each lesson to go 

quickly to a 

specific section.
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Documentation

• Specific to a function or process

• Custom user guides give detail on tasks by 

role (A/OPC, FM, A/BO, CH)

• Quick to use

• Basic steps for a specific task
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Videos

• Quick demos of key tasks with voiceover and subtitles

• Average three minutes long
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Recorded classes

• Access training anytime through recorded training classes
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Certification questions
Use the numbers to 

track your progress in 

the exam.

Tip! If you have trouble answering questions, select one 

certification topic to complete at a time.

Answer the questions in 

the certification exam.
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Create a learning plan
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Add content to your learning plan

Open each topic and 

tab to select your 

content, including 

certifications.

Click Save to My 

learning plan.



Client Training | Confidential 166

Success message

Review the message 

and click Close.
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Go to my learning plan

Click My learning plan.
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Review your learning plan

Review your selections for 

each topic and tab.
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Use your learning plan to start training

Click Start training 

to begin.

The documents you selected display in the My 

saved documents area.

Click Home to add items.
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Launch training

Click Start to launch the lesson, 

video or recorded class.
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Navigate lessons

Use these buttons 

to navigate the 

lesson. 
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Finish a lesson

Click Continue to next resource to 

go to the next lesson, video or 

recorded class.

Use the top menu to access the Home 

page or your learning plan.
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Go to reporting

Click WBT reporting
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Select a report

Select a report. 
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Completed and Passed Training Detail report

This reports shows completed/passed 

lessons, videos, recorded classes and 

certifications.
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Find contact information

Click Contact Us.
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U.S. Bank contacts

Additional Training –
Contact: Leslie Massey, 1-805-781-7255, leslie.massey@usbank.com

Service Contact

CPS Public Sector Client Services
1-877-846-9302, option 3
CPSPublicSectorClientServices@usbank.com

Day to day program administrator support, including:
• Account maintenance/inquiry
• Access Online reporting
• New managing account builds
• Card issuance
• General questions and support

Relationship Contact

Olga Huseth
612-436-6186
Olga.Huseth@usbank.com

Consultation and support for the following:
• Program reviews
• Product updates
• Mergers/acquisitions
• Contracts/rebates

mailto:CPSPublicSectorClientServices@usbank.com
mailto:CPSPublicSectorClientServices@usbank.com
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Next steps


