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.

(Ebank

K

Client Traini




Agenda

csimated tme - T

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

Client Training | Confidential



Card program transition




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 programes.

Maximize Drive Benefit
Control Savings Employees
* Manage cardholder * Leverage consolidated - Enhance employee
system access and spend data for more convenience,
spending controls in effective supplier productivity and
real time negotiations satisfaction
» Customize web-based * Use reporting to « Encourage adherence
approval hierarchies maximize potential with program policies

and routing financial incentive and procedures
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Implementation timeline

Stage 4

Stage 2 Stage 3
Knowledge
Transfer

Strategic Goals
and Objectives
Determine Program & Technical
Meetlng
Consult on Policies, Procedures, Pre-Launch
Best Practice Checkpoint LAUNCH
l (Go-Live)
Program Pilots & Training
Review Setup & Confirm
Payment

Program Setup
Access Online Configuration
Card Issuance

Deliver Technical Integration

Review Transition to Servicing
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Communication and training

« 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
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Access Online web-based training

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Motification
Payment Plus

Order Management
Transaction Management
Enhanced Supplier
Management

Account Information
Reporting

Dashboard

Data Exchange

My Personal Information

Home
Email Center

Contact Us

Training h

Welcome to Access Online PENNY ANDERSON

Your last login was 07/13/2020

Message Center
Message(s) from Access O

Message(s) from U.S. Ban|
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Home My leaming plan  Access Online class registration  WBT reporting  Training assignment

Open a topic area below and select content from each tab to create your own learning plan.
Each resource opens in a new window or tab

Lessons User guides Videos Quick references Recorded classes Certifications

] Alerts and Matifications
[ Cardnolder-initiated Account Setup

Cardholder Application Portal
[ Data Exchange

IManaging and Card Account Lists

IMaobile App

Iy Personal Information

Navigation Basics

Online Registration

| Statements

=

| User Profiles

System setup: Open this topic for training on system setup
Accounts and users: Open this topic for training on accounts and users

Transactions: Open this topic for training on transactions

Orders: Open this topic for training on orders

Payments: Open this topic for training on paymenis

Approvals: Open this topic for training on approvals

Reporis and statements: Open this topic for training on reporis and statemenis

. L]
Access Online web-
Welcoms
L]
| .‘Stan training (i) °
Save to My learning plan ({) °

Change role: | Commercial Administ} °

Filter by type
Lessons

User guides
Videos

Quick references
Recorded classes

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

Announcements January 20, 2022
Training Assignment: \We updated the site to let
your organization assign training to you. If you
have assigned training. a pop-up message lets
you know and gives you instructions on

completing your training. You can also refer to the
Training Assignment (Cardholder) quick reference

Site navigation: We updated the site navigation.
Access your leamning plan and other options with
updated navigation at top of screen. Click the
Home link from any screen to retum to the WBT
home page. To add an item to your leaming plan,
select the item and click Save to My learning
plan




riculum
am Administrator cur
Progr

Main curriculum
« Getting started

. -

Reporting

' ilable
Additional topics avali

Alerts and Notifications

Payment Analytics

idential
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System administration




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

Access® Online

e d e d e d e d e
—— —— —— ——— ——
Setup and Transaction Virtual Management Financial

Maintenance Management Pay Reporting Extracts

Client Training | Confidential
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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
e Access PDF copies of statements; up to 24 cycles of data

* Manage contactinformation and set up account alerts

Client Training | Confidential
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Access Online product features — account management

\
3

\\\.

o

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

tﬁ

Administrators can:

* Create temporary account information changes using effective dating functionality

 Update accountinformation, default accounting codes, authorization controls

e Setup and maintain system users, including access rights within the system

Client Training | Confidential
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Access Online product features — transaction management

System users can:

* View transaction detail from up to the past twelve cycles

* |nitiate transaction disputes and monitor their status

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

of Transportation may use this functionality)

Client Training | Confidential




Access Online product features — reporting and extracts

& /:A‘ B
A.' -— 3
[ P —

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

Client Training | Confidential
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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.

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

YL\ aTi el o SI@PAO VAVl The Agent number identifies the kind of plastic (Visa or Mastercard).

Company number

R The Company number identifies your agency (managing account).

(Optional)

Division 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

Department number reporting.

Client Training | Confidential 15



Overview of accounts

Managing

Your organization has a managing account dCCOU nt
set up for each agency — billing is done at

this level.

Cardholder Cardholder Cardholder
account account account
C— —
Cardholder accounts roll up to the = = —
. . Account info Account info Account info
appropriate managing account.
User profiles are tied to the cardholder + + +
account or directly to the processing o O O

hierarchy. (_\ m m

User Profile User Profile User Profile

Client Training | Confidential
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Log into Access Online

Client Training | Confidentia



Login Page

Enter your Org Short name:

ID

Card activation and PIN reset

Client Training | Confidential

Welcome to Access Online!

Please enter the information below and login to begin.

* = required
Organization Short Name:*

https://www.access.usbank.com

User ID:*

Password:*

Forgot your password?

Reqgister Online Cardholder online registration

Activate Your Card | Change Your PIN

-

Clicking the \
Forgot your
password link
will allow you to
answer an
authentication
guestion and
reset your

password. /

18


https://www.access.usbank.com/

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

Client Training | Confidential

Enhanced Security Authentication
Enrollment Preferences

FPlease choose whether to set up an additional method to verify your
identity. If you opt in, this method will be required each time you log in. You
can change your selection on the My Personal Information page.

* = required (if yes)

| want to use Enhanced Security:

C No
® Yes

Mobile Number (U.S. and Canada nnly}:*@

By providing your mobile number, you expressly consent to receiving text messages.

Message and data rates may apply and you are responsible for any such charges.
Please review our Privacy Policy.

You must view the Terms and Conditions before

continuing. N
L1l have read and agree to the Terms and Conditions agreement.*

19



Login

Authentication Question

Enter the response to your authentication question. If you need assistance, please
contact your program administrator.

* = required

User ID: jpstutz10
Organization Short Name: bpsim

In what city or town did your mother and father meet? *

Client Training | Confidential
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Home page

cardholders

Client Training | Confidential

Event Driven Motification

Order Management
fo r Transaction Management

Account Information

Reporting

My Personal Information

Home
Contact Us

Training

Past 10 transactions

Welcome to Access Online PAULINE WILLIAMS PRUITT

Your last login was 0772472017

Message Center
Message(s) from Access Online

Language Selection:

'American English v

Purchasing

Acct#/Name:
Account 1D:
Account Status:

..-5132 PAULINE WILLIAMS PRUITT

002551324043
Open

Current Balance: @  $0.00

Credit Limit: @

Available Credit: @ $2.500.00

$2,500.00

Card balance

Last 10 Transactions Posted

Posting Date
05/26
05/22
0516
0515
0515
0515
05/14
05/13
05/08
05/08

Merchant

GRAYBAR ELECTRIC
UNIVERSAL RADIO INC
DELL MARKETING L.P.

CTl TRUCK SERVICE INC.
CTI TRUCK SERVICE INC.
CTI TRUCK SERVICE INC.
BEST BUY 00009746

DELL MARKETING L P
MOUSER ELECTRONICS DSB
HARRISON CRANE SERVICE

Amount
$3385.00
$32.90
$224 57
$255.36
$7,463.15
$2,800.00
%£162.00
%2 39361
$8.58
$350.20

O Information

Quick Links

Manage Home Page Settings
Account Alerts

Manage Contact Information
Manage Email Notifications
Run Transaction Detail Report
View All Statements

View Last Cycle Transactions
View Open Transactions

Helpful quick links

21



Home page for Program Administrators

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management

Tranzaction Management
Account Information

Reporting
Data Exchange

Message Center
Message(s) from Access Online

Home

Email Center
Contact Us
Training

Government Services

Client Training | Confidential

My Personal Information — ) .
a Left navigation menu

Welcome to Access Online ALICE ADAMS

Your last login was 05/06/2019

- >

ChatWithUs  Log Out

Language Selection:

American English v

(

The system logs you out after 15 minutes of inactivity.
Get comfortable using links, your browser back button

will kick you out.

\L

\

Quick Links
Manage Home Page Settings

22



Set up user profiles

Client Training | Confidential
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A user profile

gives a person Who does and does not

access to the

need to have a user

system. :
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.



How do people receive a user profile

To gain access

1. When you, as a Program Administrator, creates a card, the last step allows you to
set up a user profile for the cardholder.
Cardholders 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

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

Client Training | Confidential 25



Request Status Queue
Active Work Queue

System

Administration
“USEer Fromies
* Create Point of Contact
* Edit Point of Contact
* Find Point of Contact
* Financial Extract Confrols
* Client Controls
* Accounting Code Mgmt
+ Merchant Groups
* Merchant Allocation Rules
* Allocation Rules Engine
Account Administration
Event Driven Motification
Payment Plus
Order Management
Transaction Management
Enhanced Supplier
Management
Account Information
Reporting
Dashboard
Data Exchange
My Personal Information

Home
Contact Us

Training

Client Training | Confidential

Manage user aCcess

System Administration

User Profiles

Create or modify existing user 1D/login
information and establish account and
hierarchy access.

Point of Contact
Create Point of Contact

Edit Point of Contact

Find Point of Contact

Financial Extract Controls
Create, view, or modify the confrols for
an extract file.

Client Controls

View and modify settings applied to your

entire program.

Use to create and modify

user profiles

Manage Accounting Code Structures,
Accounting Validation Controls, Valid
Values Lists, and Alternate Accounting
Codes.

Merchant Groups

Maodify the default Merchant Category
Code (MCC) Groups to create custom
groups or rearrange existing groups.
These groups are used for establishing
MCC based transaction allocation rules.

Merchant Allocation Rules
Establish automated rules that control
how incoming transactions are allocated
to particular accounting codes, based on
the Merchant Category Code (MCC)
associated to a transaction.




Set up a new user link

Request Status Queue =
Active Work Queue User Profiles
System User Setup and Search
Administration
» User Profiles To locate a specific user, enter full or partial information for one of the fields below and click Search.

* Fimancial Extract Confrols
+ Accounting Code Mgmit
* Merchant Groups
* Merchant Allocation Rules USET |D
+ Allocation Rules Engine
» Global Affiliate Groups |
Account Adminizstration
Order Management User Last Name: User First Name:
Transaction Management
Enhanced Supplier OR
Management
Account Information Account Number:
Reporting
Dashboard OR

Data Exchange

You can also Setup a new user.

My Personal Information

Home

Contact Us

Training
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. User Profiles
Enter |0g|n Manage Login Information

Enter the user gin intonmation.

|nf0rmat|on . = required Email domain may be restricted to
User Access Status-: work email address
Active ~ | (1)
User Type: Client Liser
Step 1 Of 3: Last Hame;" First Mame:: i
Test Mohan
Entering the user’s:
Fole DeDAAC!Group 1D Authority DoDaA
- Login information . e
. Emall Address;
- Approval seIectlons mohansmith@acme.com
- Functional Entitlement TRV R —
Group _ Your password must:
Data Exchange Batch Script

* be at least 12 characters in length
Password: » include one uppercase letter (A, B, C...2)
|7 * include one lowercase letter (3, b, ¢....2)
" » include one number (0 — 9)
* include one special character (3, #, %, @, 1...)
* not include your user name or user D

- Accounting Code View

Confirm Password:”

Emai login credentials to the user
b A @il O Fedrahchy SASeelil B IClee e g cormn s um s meg m

Mumber of Days Inactive Before User ID Expires: 20
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Approval SeleCthnS For the Transaction Approval Process (TAP), set up

] _ approvers here to have access to the Manager Approval
Transaction Approvals (i)

[] Approval Manager Queue.

[] Final Approval Manager
* No Limit
Defined Limit
$

Default Approver:

No approver currently assigned  Select Approver

When you are unavailable to approve others’ transactions, who should approve them?

No approver currently assigned  Select Backup

When do you want to send transactions to the Backup Approver's Manager Approval Queue?
® Do not send

Send indefinitely

Send during this timeframe:

B> to =~
MM/DDIYYYY MM/DDIYYYY

Client Training | Confidential



Functional Entitlement
Group (FEG) options are
customized for your
organization. Contact your
Account Coordinator for
additional details on the
FEGs available for your

organization.

Client Training | Confidential

Selecting a Functional Entitlement Group

Functional Entitlement Group:*

Selected Groups

Groups may be assigned by your administrator and can't be removed.

-Mo groups are selected-

All Groups

Select a group to view details.

[1 CH Full

(] PA Admin 4=

] PA Finance

Accounting Code View:
3w

== Back to User Profile Home

Click the FEG link to view the details

of the functionality assigned to that

FEG

30



Reviewing functionality for the FEG

Open each area to see checks next

to functionality included for this

FEG.

Client Training | Confidential

Entitlement Groups
Group Assignments

Name: PA Admin
Group Type: Relationship

Description:

Number of Users: 0

F = full access
V = view only access

REP = reporting only

Enable System Function

Account Administration
[-]1 Other

[+] Account Setup

[+] Final Review

Account Administration Client System Interface

Administrator Cardholder Account Inguiry
Cardholder Account Inquiry
Display Cardholder Statements
v Display Managing Statements
Maintain Fleet Vehicle and Driver
vl Managing Account Inquiry
Set Up Fleet Vehicle and Driver

View Fleet Vehicle and Driver

[+] Account Maintenance

Client Administration
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Selecting FEG(s) for the Account Approval (AAP) process

Functional Entitlement Group:*
Selected Groups

Groups may be assigned by your administrator and can't be removed.

< PAAdmIn <4+ Selections applied to this user
All Groups profile appear in the Selected
Select a group to view details. Groups box
L1 CH Full
[ PA Admin

1 PA Finance

Client Training | Confidential
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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.

Client Training | Confidential

Functional Entitlement Group:*
Selected Groups
Groups may be assigned by your administrator and can't be removed.

* PA Admin

All Groups
Select a group to view details.

L1 CH Full
] PA Admin

] PA Finance

Accounting Code View:

1w
1

2
3

33



Successful confirmation screen

User Profiles
User Profile Summary

0@ User D has been successfully created.

Step 1 of 3 is complete. Login & Approvals Edit

Login Information

. Last Name: FITZPATRICK -
’c. Enhanced Security: Mot Enrolled
Entering the user’s: Firet Name: ERANK
- Login information MI:
) Organization Short Name: ACAG44 Authentication Questions: In what city do you want to retire?
- Approval selections User ID: PA1FINANCE I wilsk cily does your neanest sibling Bve?

In what city or town did your mother and father meet?

- Functional Entitlement
Accounting Code View: 1

Group User Access Status: Active Functional Entitlement Group(s): PA_Fin_Off
Date Created: 10/22/2013
Created By: cpsapp

- Accounting Code View
Date Last Changed: 03/31/2020

Number of Days Inactive Before User ID Expires: 90

Transaction Approvals

Approval Manager: No
Final Approval Manager: No

Client Training | Confidential 34



Assigning accounts

and hierarchies

Step 2 of 3:

Assign to the user:
- Accounts
- Processing hierarchy
- Reporting hierarchy

This is a critical step!

Client Training | Confidential

User Profiles
User Profile Summary

FITZPATRICK, FRANK

Login & Approvals Edi
Login Information

Last Name: FITZPATRICK
First Name: FRANK
MI:

Organization Short Name: ACAG44
User ID: PATFINANCE

User Access Status: Active
Date Created: 10/22/2013
Created By: cpsapp

Date Last Changed: 03/31/2020

Enhanced Security: Not Enrolled

Authentication Questions: In what city do you want to retire?
In what city does your nearest sibling live?
In what city or town did your mother and father meet?

Accounting Code View: 1
Functional Entitlement Group(s): PA_Fin_Off

Number of Days Inactive Before User ID Expires: 90

Transaction Approvals

Approval Manager: No
Final Approval Manager: No

Account Assignments Edit

Card Type Account Number Account Status Restrict Personal-@- Designated User UserID

Account

Hierarchy Assignments

» View/Add Processing Hierarchy Assignments

« View/Add Reporting Hierarchy Assignments

Contact Information Edit

Address 1: 200 S6TH ST
Address 2: EP-MN-L26C
City: MINNEAPOLIS

Phone Number: 6129730000
Fax Number:
Email Address: FFITZPATRICK@ACME GOV

35



Assigning accounts and hierarchies

Account Assignments Edit

Card Type Account Number Account Status

Account

Hierarchy Assignments

* View/Add Processing Hierarchy Assignments
* View/Add Reporting Hierarchy Assignments

snnal'fi:i Designated User UserlID

Search for and add one or more

accounts that this person needs to

be able to view

Account assignments — for a one or a few
specific accounts from one or more

hierarchy levels

Client Training | Confidential
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Assigning hierarchies

Account Assignments Edit

Card Type Account Number Account Status Restrict P‘|a~r5|::-nzul(i)I Designated User UserID
Account

Hierarchy Assignments

» View/Add Processing Hierarchy Assignments
» View/Add Reporting Hierarchy Assignments

Hierarchy assignments — for a larger
number of accounts, all within one or

more hierarchy levels

c____________________________________________________________
Client Training | Confidential



User Profiles
Select a Processing Hierarchy Position

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

Hierarchy Level: F

Company v

Processing Hierarchy Name: SE' ect a h | e ra rC hy I evel

Bank: Agent: Company: Division: Department:

and click Search

To add a position to the Selected Hierarchy Positions, select the position in the list to the left and click "Select
Pasition " To remove a selected position from the list, mark the position in the list to the right and click "Remove
Position." To remove a selected position from the list, mark the position in the list to the right and click "Remove
Position." When you are satisfied with your selection(s), click "Accept Hierarchy.”

Found Hierarchy Position(s)

Rucords 1- 100110 Hide All Higrarchy Names
" | Bank Agent Company
1423 D462 11315
Corporate Card Standard Alpha
L Bank Agent Company
1423 0462 11217
Corporate Card Standard Bravo
[ Bank Agent Company
1425 8675 39764
Purchasing Card Blue Alpha
[ Bank Agent Company
1425 8676 39762
Purchasing Card Orange Bravo
O Bank Agent Company
1425 8676 39763
Purchasing Card Orange Charlie

Records 1-2 of 2
Accept Hierarchy

Back to User Profile Summary

Client Training | Confidential

Selecting a hierarchy

Selected Hierarchy Position(s)

1423 0462

Corporate Card Slandard

Select the hierarchy

Click Select Position

Click Accept Hierarchy

Company
11315

Alpha

38



Viewing selected hierarchies

Hierarchy Assignments

Selected hierarchies do not display here.
Click the link to see hierarchies applied to

this user profile.

* View/Add Processing Hierarchy Assignments

* View/Add Reporting Hierarchy Assignments

Contact Information Edit
Address 1:

Address 2:

City:
State/Province:
Zip/Postal Code:
Country:

<<= Back to User Profile Home

Client Training | Confidential

Phone Number:

Fax Number:

Email Address:

Secure Email Address:

Preferred Output Language: American English
Other:

Email Notification: Statement Notification
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Adding contact information

Hierarchy Assignments

* View/Add Processing Hierarchy Assignments

Step 3 of 3:
Add contact information:
- Address, phone and email

- Language

* View/Add Reporting Hierarchy Assignments

- (optional) Email notifications

Contact Information Edit
Address 1:

Address 2:

City:
State/Province:
Zip/Postal Code:
Country:

Client Training | Confidential

Phone Number:

Fax Number:

Email Address:

Secure Email Address:

Preferred Output Language: American English
Other:

Email Notification: Statement Notification

40



Adding demographic information

User Profiles
Manage Contact Information

Molan, Harold

Enter the user contact information.

Users can update information in
this section by going to My

Personal Information.

* = reguired

Last Name:* First Name:* Mi:
|N-::Ian | |Har-::|d | |M
Address 1:* Address 2:

City:* State/Province:* Zip/Postal Code:*
| | [AA V]

Country:=

|United States |

Phone Mumber:* Fax Number:

Email Address:*

Email addresses may be restricted by
domain. For example, you can enter a

work email but not gmail.

Secure Email Address (for sending the Card Security Code):

Client Training | Confidential



Adding notifications

Status Notifications

To receive an email notification, select the specific process and corresponding

scenarios, timing or accounts.

Data Exchange (i
All

Successful Upload
Unsuccessful Upload
Successful Download
Unsuccessful Download

Pending Cardholder’s Transaction Apf
Daily
Weekly: v

Effective Date Maintenance Notification (j
# Send notification when a Merchant Author

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

Accounts associated directly to this user id:

Status Account Number  Account Name Account Type

Disabled v *1234  ANNCHX BLATEST Cardholder

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

Remove Account Number Account Name Account Type

== Back to User Profile Summary

Client Training | Confidential
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Review the success message

User Profiles
User Profile Summary

©® Contact information has been successfully saved.

Login & Approvals Edit

Login Information

Last Name: FITZPATRICK Enhanced Security: Not Enrolled
First Name: FRANK

Organization Short Name: ACAG44
User ID: FATFINANCE

Authentication Questions: In what city do you want to retire?
In what city does your nearest sibling live?
In what city or town did your mother and father meet?

Accounting Code View: 1

User Access Status: Active Functional Entitlement Group(s): PA_Fin_Off
Date Created: 10/22/2013

Created By: cpsapp
Date Last Changed: 03/31/2020

Number of Days Inactive Before User ID Expires: 90

Transaction Approvals

Approval Manager: No
Final Approval Manager: No
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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:

e Approval manager settings

* Account or hierarchy assignments

* Functional Entitlement Group (unless

you have backup FEGSs)

Client Training | Confidential

Transaction Approvals (i)

[ Approval Manager
[] Final Approval Manager
* No Limit
Defined Limit
8

Default Approver:

No approver currently assigned  Select Approver

When you are unavailable to approve others' transactions, who should approve them?

No approver currently assigned  Select Backup

When do you want to send transactions to the Backup Approver’s Manager Approval Queue?

® Do not send
Send indefinitely
Send during this timeframe:

[FE~ to

MMDDM YY" MM/DDAYYY

Functional Entitlement Group:*
Selected Groups

Groups may be assigned by your administra

-'

PA_Fin_Off(Global)

All Groups

Select a group to view details.

1 CH Full
O PA Admin

[ PA Finance

Account Assignments Edit

Card Type Account Number Account Status Restrict Personal (1) Designated User UserID
Account

Corporate Card **********7§37 ""OPEN PA1APPROVER

One Card remmEE ) 793 "".OPEN PATAPPROVER

Hierarchy Assignments

+ View/Add Processing Hierarchy Assignments
+ View/Add Reporting Hierarchy Assignments
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Cardholder self-registration online

Contact Us

Login

Cardholders set up their own
user profiles when they register

their card in Access Online.

Client Training | Confidential

Welcome to Access Online!

Please enter the information below and login to begin.

Organization Short Name:

User ID:

Password:

Forgot your password?

Register Online
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Maintain a user profile
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User profile

Request Status Queue
Active Work Queue
System Administration
Account Adminiztration
Event Driven Motification
Order Management
Transaction Management
Account Information
Reporiing

Data Exchange

My Personal Information

maintenance under the System administration link

Welcome to Access Online ALICE ADAMS

Your last login was 05/06/2019 Language Selection:

American English v

Message Center
Message(s) from Access Online

Home

Email Center
Contact Us
Training

Government Services

Client Training | Confidential

Quick Links
Manage Home Page Settings
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Request Status Queue
Active Work Queue

System

Administration
* Uzer Profiles
* Create Point of Contact
* Edit Point of Contact
* Find Point of Contact
* Financial Extract Confrols
* Client Controls
* Accounting Code Mgmt
+ Merchant Groups
* Merchant Allocation Rules
* Allocation Rules Engine
Account Administration
Event Driven Motification
Payment Plus
Order Management
Transaction Management
Enhanced Supplier
Management
Account Information
Reporting
Dashboard
Data Exchange
My Personal Information

Home

Contact Us

Training

Client Training | Confidential

User profiles link to maintain a user profile

System Administration

User Profiles

Create or modify existing user 1D/login
information and establish account and
hierarchy access.

Point of Contact
Create Point of Contact

Edit Point of Contact

Find Point of Contact

Financial Extract Controls
Create, view, or modify the confrols for
an extract file.

Client Controls

View and modify settings applied to your

entire program.

Accounting Code Management
Manage Accounting Code Structures,
Accounting Validation Controls, Valid
Values Lists, and Alternate Accounting
Codes.

Merchant Groups

Maodify the default Merchant Category
Code (MCC) Groups to create custom
groups or rearrange existing groups.
These groups are used for establishing
MCC based transaction allocation rules.

Merchant Allocation Rules
Establish automated rules that control
how incoming transactions are allocated
to particular accounting codes, based on
the Merchant Category Code (MCC)
associated to a transaction.




Searching for a user profile

Request Status Queue =
Active Work Queus User Profiles
System User Setup and Search
Administration
» User Profiles To locate a specific user, enter full or partial information for one of the fields below and click Search.
* Create Point of Contact ¥ | g
. Edit Point of Contact Ou can also Setup a new user.
* Find Point of Contact
* Client Conirols User ID:

» Accounting Code Mgmit
* Merchant Groups
* Merchant Allocation Rules

* Allocation Rules Engine User Last Name: User First Name:
Account Administration

Event Driven Notification OR %
Order Management

Transaction Management Account Number:
Account Information

Reporting OR
Data Exchange

My Personal Information Use a % |n the User ID (0]§

m Last Name Field as a

Email Center Wildcard SeaI’Ch

Contact Us

Home

Training

) . Government Services
Client Trainir _ ,



Selecting a user profile

select a user to view their profile summary.

Fecords 1-7of 7

User Name

ADAMS ALICE

Bronson, Charles

BROWN, CINDY
FITZPATRICK, FRANK
FLEMING, FRED

Good, John

WILLIAMS PRUITT, PAULINE

Fecords 1-7of 7
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User ID
PA1AGENCY
BronsonTest
CH1FLEET
PA1FINANCE
PA1FLEET
JohnGoodTest
CH1PURCHASE

Telephone
6129730000
a801-423-1234
6129730000
6129730000
6129730000

6129730000

Creation Date Functional Entitlement Group

1072272013
06/09/2018
10/22/2013
10/22/2013
10/22/2013
06/07/2018
10/22/2013

PA APC

CH CCard Full
CH Fleet
PA_Fin_Off
PAFleet

PA Admin

CH Civilian Full
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User Profile

screen

Client Training | Confidential

User Profiles
User Profile Summary

FITZPATRICK, FRANK

Login & Approvals Edit

Login Information

Last Name: FITZPATRICK
First Name: FRANK
Mi:

Organization Short Name: ACAG44
User ID: PATFINANCE

User Access Status: Active
Date Created: 10/22/2013
Created By: cpsapp

Date Last Changed: 10/28/2014

Number of Days Inactive Before User ID Expires:

Transaction Approvals

Approval Manager: No
Final Approval Manager: No
Approval Limit: Mo Limit

Default Approver: No approver currently assigned

Enhanced Security: Not Enrolled

Authentication Questions: In what city do you want to retire?
In what city does your nearest sibling live?
In what city or town did your mother and father meet?

Accounting Code View: 1
Functional Entitlement Group(s): PA_Fin_Off

g0

Designated Backup Approver: No approver currently assigned

Backup Approval Date: none
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Manage personal information
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Request Status Queue
Active Work Queue
System Adminigtration
Account Administration
Ewvent Driven Notification
Order Management
Transaction Management
Account Information
Reporting

Data Exchange

My Personal

Information
* Pazsword
* Contact Information
* Backup for Manager
Approval Cueus
* Manage Account Access
* Manage Favorites
+ Account Alerts

Home

Email Center
Contact Us
Training

Government Services

Client Training | Confidential

My Personal Information

| User ID: PA1AGENCY

Password
Cnange your system password and create or modify an authentication response that will be used when
resetting a password.

Contact Information
Update your user IU contact information (name, address, phone no., etc.).

= Email Notification

Backup for Manager Approval Queue
Select who should approve transactions in your Manager Approval Queue when you're unavailable.

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

= Add Accounts

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

Account Alerts
Enroll, view, or update your Alert preferences.
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My Personal Information

Request Status Queue [UseriD: PATAGENCY

Active Work Queue
System Administration

Account Administration User |D Address

Event Driven Notification o )

Order Management Enter the following information to update your User |D address.
Transaction Management

Account Information

Reporting First Name:* Last Name:* Mi:
Data Exchange |AL|CE | |ADAMS | |
My Personal

Information Address 1: * Address 2:

User ID address and * Password 200 6TH ST | [EP-MN-126C

» Contact Information

+ Backup for Manager City: - State/Province: * Zip/Postal Code: =
Approval Queue |
o MINNEAPOLIS | [MN v| 55402
* Manage Account Access
p h O n e n u m b e r * Manage Favorites Country: *

+ Account Alerts

= |United States v|

Home
Emai Phone Number:* Fax Number:
mail Center
16129730000 ||
Contact Us
Mobile Number (for login authentication):
Training Manage Mobile Number & Authentication Option
Government Services Email Address: *
|A ADAMS@ACME.GOV |
The User ID address is what cardholders Secure Email Address (for sending the Card Security Code):
A ADAMS@ACME. GOV
enter when they self-register; it may Other:

differ from the Cardholderaddress (see

. Save User Address
next slide). _

. - oo




Cardholder address

and phone number

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Tranzaction Management
Account Information
Reporting

Data Exchange

My Personal

Information
* Password
* Contact Information
* Backup for Manager
Approval Cueue
* Manage Account Access
* Manage Favorites
+ Account Aleris

My Personal Information

User ID: PATAGENCY

Home

Email Center

Contact Us

Training

Government Services

The Cardholderaddress is what was
entered when the accountwas created;

it may differ from the User ID address.
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User ID Address

Enter the following information to update your User |D address.

First Name:* Last Name:* MI:
ALICE | [ADAMS L
Address 1: * Address 2:

200 S 6TH ST | [EP-MN.L26C

City: * State/Province: * Zip/Postal Code: -
IMINNEAPOLIS | [IMN v| 55402

Country: *

Phone Number:*
(6129730000

Mobile Number (for lo

Manage Mobile Numbe

Email Address: *

[A ADAMS@ACME GO
Secure Email Address
A ADAMS@ACME. GO’
Other:

Save User Address

Cardholder Account Address

Note: To change your account address, please contact your Program Administrator.

Switch Accounts:

ttttttti‘ktttt‘l 543 LW

Address 1: 4325 20TH AVENUE S
Address 2:

City: FARGO

State/Province: s usa or canacey ND
Zip/Postal Code:jrusa or cansds) 55125-6200
Country: USA

Work Phone: 612-973-0000

Home Phone:

Alternate Phone: 000-000-0000

Fax: 6129730000

Email Address: NONE@NONE NONE



Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management
Account Information
Reporting

Data Exchange

My Personal

Information
* Password
* Contact Informiation
+ Backup for Manager
Approval Cueus
* Manage Account Access
* Manage Favorites
* Account Aleris

Home

Email Center
Contact Us
Training

Government Services
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My Personal Information

| User ID: PA1AGENCY |

Password

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

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

= Email Notification

Backup for Manager Approval Queue
Select who should approve transactions in your Manager Approval Queue when you're unavailable.

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

= Add Accounts

Manage Accounting Code Favorites

Add favorites, enable favorites to be selected when reallocating and managing allocations, and delete
existing favorites.

Account Alerts
Enroll, view, or update your Alert preferences.
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Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management
Account Information
Reporting

Data Exchange

My Personal

Information
* Password
* Contact Informiation
+ Backup for Manager
Approval Cueus
* Manage Account Access
* Manage Favorites
* Account Aleris

Home

Email Center
Contact Us
Training

Government Services

Client Training | Confidential

My Personal Information

| User ID: PA1AGENCY |

Password

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

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

= Email Notification

Backup for Manager Approval Queue
Select who should approve transactions in your Manager Approval Queue when you're unavailable.

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

= Add Accounts

Manage Accounting Code Favorites

Add tavorites, enable tavorntes to be selected when reallocating and managing allocations, and delete
existing favorites.

Account Alerts
Enroll, view, or update your Alert preferences.
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Request Status Queue
Active Work Queue
System Administration
Account Administration
Ewvent Driven Notification
Order Management
Transaction Management
Account Information
Reporting

Data Exchange

My Personal

Information
* Password
* Contact Information
* Backup for Manager
Approval Gueue
* Manage Account Access
* Manage Favorites
+ Account Alerts

Home

Email Center

Contact Us

Training

Government Services
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My Personal Information

| user ID: PA1AGENCY |

©® Accounting Code Allocation Favorites successfully updated.

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

Contact Information
Update your user 1D contact information (name, address, phone no., etc.).

= Email Notification

Backup for Manager Approval Queue
Select who should approve transactions in your Manager Approval Qlueue when you're unavailable.

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

= Add Accounts

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

Account Alerts
Enroll, view, or update your Alert preferences
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Account administration




Access Online Home screen

Reauest salsuve \AJalcome to Access Online ALICE ADAMS

Svstem Administration Your last login was 05/06/2019 Language Eelectiﬂ.n:
Account Administration

EVent Driven Notification American English v
Order Management

Transaction Management 955399 center
Account Information Me
Reporting

Data Exchange

My Personal Information

ge(s) from Access Online

Quick Links
Home _
Click Account Administration to open a new Manage Home Page Settings
Email Center card account.
Contact Us
Training

Government Services
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Create New Cardholder Account

Request Status Queue
Active Work Queue
System Administration

Account

Administration

* Cardholder Accounts

* Managing Accounts
Event Liriven Notimcaton
Payment Plus
Order Management
Transaction Management
Enhanced Supplier
Management
Account Information
Reporting
Dashboard
Data Exchange
My Personal Information

Home
Contact Us

Training
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Account Administration
Cardholder Accounts

" Create New Cardholder Account
Set up a new cardholder account by specifying
the product, demographic information, account
information, accounting codes and authorization
limits.

* Set up Cardholder Accounts with Shared Info
Create templates with shared information and
then apply them when creating new accounts.
Create a New Template
Maintain Existing Templates

" Create Cardholder Setup Request
Create a new cardholder account by sending a
request for the cardholder to enter their personal
information.

* Cardholder Setup Request Queue
Create and manage Cardholder Account Setup
requests that allow for prospective cardholders to
begin the setup process.

Click Create New Cardholder Account.

“ Maintain Cardholder Account
Update demographic information, account
information (change account status), accounting
codes and authorization limits on a cardholder
account.

* Maintain Multiple Cardholder Accounts
Update demographic information, account
information, accounting codes, and authorization
limits on multiple cardholder accounts by:
Selecting Hierarchy Position
Selecting Individual Accounts
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Define Product Settings
Create New Account  (1)=== 2 3 4

1. Define Product Settings

Please provide your organization's Processing Hierarchy, beginning with Product selection. (1]
All fields required unless noted as (optional).

Product (Bank)

Purchasing - 3059 v
Agent Company

0073
Division (optional) Department (optional)
Q Search

Click Search if you need to look up the
Cancel

company number (required).

Client Training | Confidential
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Search for hierarchy

Create New Account

Search for Processing Hierarchy

Select the applicable hierarchy level, enter any known or partial values, then search.
All fields required unless noted as (optional).

Hierarchy Level Processing Hierarchy Name (optional)
Company v
Bank Agent (optional)
3059 0073
Company (optional) Division (optional) Department (optional)
Back
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Confirm position

Create New Account

Search for Processing Hierarchy

Select the applicable hierarchy level, enter any known or partial values, then search.

All fields required unless noted as {optional).

Hierarchy Level

Company

Bank
3059

Company (optional)

Results Hide All Hierarchy Names

(e) Bank
1425
Purchasing Card

Bank
1425
Purchasing Card

Back

Client Training | Confidential

Agent
8676
Crange

Agent
8676
Crange

Processing Hierarchy Name (optional)

Agent (optional)
0073

Division (optional)

Show hierarchy names

Company
39762
Bravo

Company
39763
Charlie

Department (optional)

Results 1to 2 of 2
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Define Product Settings continued

Create New Account ()= 2 3 4

1. Define Product Settings

Please provide your organization's Processing Hierarchy, beginning with Product selection. (i)
All fields required unless noted as (optional).

Product (Bank)
Purchasing - 3059

Agent Company

0073 64913

Division (optional) Department (optional)
Q Search

A_ssign this account to
(®) An Individual
A Group

Send a Physical Card With This Account?

[ Y
W1/

Yes v

Cancel

Client Training | Confidential
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Enter Account Information
Create New Account  (V)=——=(2)— 3 4

Product Processing Hierarchy Managing Account Managing Account ID
Purchasing Show All Hierarchy Names o _wnr_wwar_2141 555521414009
3059-0073-64913

Managing Account Name
ACME AGENCY 1

Select a template to pre-fill the application with the saved values. (optional)

Select v

2. Enter Account Information

All fields required unless noted as (optional).

Show All Optional Fields

@ Account Owner's Information

First Name | (§) MI (optional)

/:\I

Organization Name (optional) (i)

ACME AGENCY DEMO TEST

Mailing Address  (3)

1)
Country
United States v

Client Training | Confidential

Physical Card Edit

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

Optional
and
Employee
fields

Client Training | Confidential

Address Line 1

Address Line 2 (optional)

City

Work Phone

Email Address

Optional 1 (optional)

Employee

The cardholder needs to know the zip code

here for purchase entry and authentication

with Customer Service.

State ZIP Code

Select v

Most organizations have turned on email
domain restrictions. For example, allows

email@acme.com, not gmail.com.

Optional 2 (optional)

Optional 1 and 2 can be used for any data

C— points you want to collect for reporting. The

Employee field may be required.
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Special fields of note,

@ Legal Information

Legal Name
is required

Legal Name (i)

s

Legal First Name

Use name entered in Account Owner's Information section

Optional @ Account Details
Account
Active Cycle Day (i)

10

Dates

Specify Valid Account Active Dates (i)
Start Date (i)

Default
@ Default Accounting Code

Accounting
Code

Default Accounting Code (i)
PROJECT (4) (optional)

1234

Client Training | Confidential

BUSINESS UNIT (3) (optional)

continued...

Legal Middle Name (if applicable)

Expiration Date

End Date

INDEX (3) (optional)

Editable

Legal Last Name

You have the option to select account active

dates if you want to specify when the card

can be used.

Some organizations specify a default

accounting code where all transactions are

coded by default.

COST CENTER (5) (optional) ~ GENERAL LEDGER (8) (optional)

Q
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Authorization Limits

& Authorization Limits

Account Credit Limit (i)

1

Additional Credit Limits
3Single Purchase Limit foptional) 1

0

Authorization Limit Comments (optional)

Show Optional Fields ‘

Cancel Save

Client Training | Confidential

Cash Withdrawal Limit (%) (optional) 1
9

Click Show Optional Fields to see and set

additional spend control limits.

Editable

Next
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Spend
Controls

Limits

Client Training | Confidential

Hide Optional Fields

Use Values from Managing Account? (i)
Single Purchase Limit

Velocity Limit

Merchant Authorization Controls

Velocity Limit (T
Daily Dollar Amount

0

Cycle Dollar Amount
0

Monthly Dollar Amount

0

Quarterly Dollar Amount
0

Yearly Dollar Amount

0

Custom Velocity Limits (i)

Custom Dollar Limit

L

\L/

Daily Transaction Limit

0

Cycle Transaction Limit

0

Monthly Transaction Limit

0

Quarterly Transaction Limit

0

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.

Yearly Transaction Limit

0

Custom Transaction Limit

Ik ey
January

0 0
Custom Start Date
Define Cycle by (optional) End Date /# Days (1)
Merchant Authorization Control (MAC) : Existing Controls
Control and Description Single Purchase Limit Authorization Action Use Managing Account MAC  Action
as MAC
Select w | Select w Add
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Click Next to submit

Merchant Authorization Control (MAC)

For more information on adding Merchant Authorization
Controls (MACs) to card accounts upon setup, attend our

class: Cardholder Account Setup and Maintenance

Client Training | Confidential

Control and Description Single Purchase Limit  Authorization Action Use Managing Account Action
MAC as MAC
HOTELS
(Standard) ) )
MCCG1 $0 Aoprove v (ve - Click Next to submit
AIRLINES
(Standard)
Q Select v Select v Add /
'3
Cancel Save for Later Next
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Create a user id for the cardholder

Create New Account @ @ @ 4

3. Create User Login (optional)

Create a new login for the account owner?

>
.
No

®) Yes
User ID (7-20 letters and numbers) Password

An auto-generated password will be sent to the account owner (at the emai
address provided) after the account is finalized

L L e

[FEG Name 1

[ Cancel ] l Save for Later l Next

On this screen, you can indicate that a cardholder should have a user profile created for them in conjunction with the account set up
process. Other options are:

* Do not provide cardholders with a user ID because they do not need to log into Access Online

» Have cardholders create their own user ID through the Online Registration process

» Create a user ID for the cardholder later through the System Administration User Profile Setup process

Client Training | Confidential
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Review Information

Create New Account

3. Review Information

Define Product Settings

Product
Purchasing

Processing Hierarchy

1425-8676-39762

Managing Account
wxwe_sexs_reer g0

Enter Account Information

Account Owner's Information

First Name

Nala

Ml

M

Last Name

Yearly Dollar Amount

50

Yearly Transaction Limit
0]

First Fiscal Month
January

©

v/

Cancel | |

Save

Client Training | Confidential

&

4

Managing Account ID
557038389043

Managing Account Name

ACME SHARED SERV LOC 1

Physical Card
Yes

Social Security Number

Location

Purpose

Edit

Eait
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Confirmation

Create New Account (v )= )=——=(4)

O

Mew account for Mala Thisisatest has been submitted.

Job 1D : pvm:0a122q7
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Request Status queue

Request Status

Queue

Active Work Queue
System Administration
Account Administration
Event Driven Notification
Payment Plus

Order Management
Transaction Management
Enhanced Supplier
Management

Account Information
Reporting

Dashboard

Data Exchange

My Personal Information

Home

Contact Us

Training

Request Status Queue
Account Requests

Setup Cardholder Account | Maintain Cardholder Account
Maintain Managing Account

Select a request to view the details.

Records 1 - 17 of 17

Delete Request Status Account Number

Request  (View Details)
Pending - Setup CH Acct

0 Data Entry - Setup CH
Acct

- Data Entry - Setup CH
Acct

0 Data Entry - Setup CH
Acct

0 Data Entry - Setup CH
Acct

- Data Entry - Setup CH
Acct

- Data Entry - Setup CH
Acct
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Request Type

CARDHOLDER SETUP

CARDHOLDER SETUP

CARDHOLDER SETUP

CARDHOLDER SETUP

CARDHOLDER SETUP

CARDHOLDER SETUP

CARDHOLDER SETUP

Refresh Lisi
Start Date Account Name LastUpdate Update Method
04/14 08:48 Doe ,Jane 04/14 08:53 Online
04/14 08:18 04/14 08:20 Online
04/07 13:10 Doe Jane 04/07 13:11 Online
04/07 12:50 Bunyan ,Paul 04/07 12:52 Online
04/07 12212 Doe ,John 04/07 12:48 Online
04/07 11:13 04/07 11:16 Online
04/07 10:07 04/07 10:07 Online
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Maintain a card account
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Maintain a cardholder account

Request Status Queue

Active Work Queue Account Administration

Swetam Administratinn

Cardholder Accounts

Account
Administration * Create New Cardholder Account * Maintain Cardholder Account
: Eﬁfd“f‘_'de;f:m:ts Set up a new cardholder account by specifying Update demographic information, account
. anaging ACccounts - . - . -
cvent Drgi,;";,—uﬁﬁmiun the product, demographic information, account information {change account status), accounting
Payment Plus information, accounting codes and authorization codes and authorization limits on a cardholder
Order Management ..
Transaction Management limits. account.
Enhanced Supplier
ra"ﬂgemem _ " Set up Cardholder Accounts with Shared Info ® Maintain Multiple Cardholder Accounts
ccount Information ) ) _ o _
Reporting Create templates with shared information and Update demographic information, account
E::ahE::Lane then apply them when creating new accounts. information, accounting codes, and authorization
My Personal Information Create a New Template limits on multiple cardholder accounts by:
Maintain Existing Templates Selecting Hierarchy Position
Home Selecting Individual Accounts
Contact Us Create Cardholder Setup Request
Create a new cardholder account by sending a
Training

request for the cardholder to enter their personal
information.

" Cardholder Setup Request Queue
Create and manage Cardholder Account Setup
requests that allow for prospective cardholders to
beqgin the setup process.

* Unlock Cardholder Account
Reset a cardholder's account if locked out during
Online Registration.
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Find Account screen

Use different criteria to search such as email address

or managing account information

Account Profile

Find Account

Search Criteria Show/Hide Search Criteria

Use the criteria to search for a specific account. (i)

Cardholder Account Number Cardholder Account Unique 1D Cardholder Account 1D
Cardholder First Name Cardholder Last Name
Back
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Selecting cardholder

Results Show/Hide Data | Choose Sort Options Results 1 to 14 of 14
- ) Cardholder Account ID Cardholder Account Unique ID Account Status Account Name
002550904009 0305-9172-4592-5871 Open ANTONIO CAMINO
Product
Purchasing
(e) | Cardholder Account ID Cardholder Account Unique ID Account Status Account Name
002551084009 0305-9172-4571-9335 Open EAMON DOUGHERTY
Product
Purchasing
: ) Cardholder Account ID Cardholder Account Unique D Account Status Account Name
002551164009 0305-9172-4584-0392 Open JASON LOWELL
Product
Purchasing
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Close an account

@ EAMON DOUGHERTY

Product Account

Purchasing Unique ID: 0305-9172-4571-9335

ID: 0025-5108-4009
Number: **5108

Organization Name (optional) (i)
GSALTD DEMO TEST »#

Fay

Processing Hierarchy (i)
Show All Hierarchy Names

3059-0073-64913-00000-0000

Optional 1 (optional)
—

Managing Account

Name: ACME AGENCY 1

Unique ID: 0305-9172-3986-4046 (i)
ID: 5555-2141-4009

Number: **2141

[

Third Line Embossing (optional)

e

@ Account Overview

Summary (i)
Account Status

Credit Limit

Available Credit
Single Purchase Limit
Cash Withdrawal Limit
Expiration Date

View Financial History

Open #
$20000 »

$20000

0% »

01/2021

Send Card Security Code

Client Training | Confidential

Payment Information (i)

Statement Balance
Current Balance

D View Statements

$0.00

Click the pencil for Account Status to close an

account or change the status
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Account status maintenance

@ EAMON DOUGHERTY

Processing Hierarchy (i)
Show All Hierarchy Names

/:\I

Managing Account
Name: ACME AGENCY 1

3059-0073-64913-00000-0000

Unique ID: 0305-9172-3986-4046 (3

Optional 1 (optional)
—-

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.

Product Account
Purchasing Unique ID: 0305-9172-4571-9335 (i)
ID: 0025-5108-4009
Number: **5108
Account Status x
Current
Open
New

V9-NVoluntarily Closed
T9 - Terminated

Cancel Optional Settings

Start On
EndOn (i)
'é" Don't End
Credit Limit $20000 .

Client Trainir

Available Credit $20000

Payment Information (i)
Statement Balance

Current Balance

D View Statements

V-9 — temporarily close a card

T-9 — permanently close a card

\1/

§0.00
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Updating other information

(+) Account Owner's Information

(+) Legal Information

(+ Training Certificate
(+) Account Details

(+) Default Accounting Code

(+) Special Designations

Any cardholder account information can be updated in a
similar manner by clicking the plus sign to open that

section of information.

(+) Authorization Limits

Client Training | Confidential
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Account Profile - Review

Account Profile - Review

Switch Accounts

EAMON DOUGHERTY

Product Account Unique ID Account ID Account Number
Purchasing 0305-9172-4571-9335 0025-5108-4009 **5108

The fields below will be updated with the changes indicated:

@ Account Overview

Account Status Delete | Edit
Current

New
Open V9-Voluntarily Closed
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Account information




View managing account information

Client Training | Confidential
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Managing Account Statement

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management

Account Information
v Statement
» Account Profile

Reporting

Data Exchange

My Personal Information

Home

Email Center

Contact Us

Training

Government Services

Client Training | Confidential

Account Information

Statement
View account statement(s).
= Cardholder Account Statement

= Managing Account Statement
s Diversion Account Statement

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

s Cardholder Account Profile
» Managing Account Profile
= Diversion Account Profile
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Search for the managing account

Managing Account Statement
Search & Select a Managing Account

View Cardholder Account | View Diversion Account

Managing Account Search

Search for a Managing Account by Managing Account Number, Account Unique 1D, Name, or Company
Number.

Managing Account Number (Last 4 digits):
| | Enter % in Managing Account Name field to pull up all managing

Managing Account Unique ID: (i)

OR| | accounts

Managing Account Name:
OR % |

Last Name: First Name:
OR| I

Company Number:

R[]

Search Click Search

Client Training | Confidential
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Select the link for the account

Records 1-2 of 2

Account Number Name Account Unique ID
FRERRRTIIRR* 1542 ACME CP ORG TEST 0305-8163-4911-6762
6120 ACME CP ORGANIZATION 0305-8163-2514-6214

Records 1 -2 of 2

Click the link for the account so that

you can view the statement

Client Training | Confidential
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Select the billing cycle date

Account Information
Managing Account Statement

Managing Account Number; *#======*3861, ACME MANAGED SPEMND Switch Accounts
Managing Account ID: 557038519088

To view a statement. select a cycle and click the "View Statement” button. To make a
1 payment, select the Pay your Managing Account link below.

Select Billing Cycle:
[01/10/2022 v | Select the billing cycle date and click

View Statement

Make a payment through the

State Controller’s Office.

View Statement

Client Training | Confidential
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View the PDF statement — top of page 1

PO BOXBMMT
FARGO ND 581256347 ACCOUNT NUMBER )
STATEMENT CLOSING DATE 00122018 )
tgx,tgj AMOUNT DUE 5000 < Total amount due to be paid to

ACCOUNT BALANCE $000
PAYMENT DUE IN ACCORDANCE WITH PROMPT PAYMENT ACT
the bank

AMOUNT ENCLOSED

S8 R0 ETLLE 1 T (T L AR LRTER B 8 LT P (AR AT g

000000018 01 SP 10848100328641 S
ACPO ORGANIZATION 1 TEST FIeae Make (HecA DEyabee o
ACPO DEMO TEST
! S 6TH §7
EP~MN-L28(
MINNEAPOLIS MN 55402-1403 BANK
P.O, BOX 7950428
> LOUIS, M £1170 29

4736304556633 5% 000000000 OOOOOOOOO

Please tear poymant coupon ol perior stion

Y
Burchases At Arsesned
ACPO ORCANIZATION V Evecun And Ot \~lecov - Curment Accourt
4716 3045 5661 1542 Caave Chrges ¢+ Peraity ¢+ Credha ¢ ben Crosts " Ay Bawce
Payments

00 00 onhe

A summary appears on page

=
r
~
-
b

Cocnacy Tata 0 o 32 00 24 20
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View the PDF statement— middle of page 1

= NEW ACTIVITY
Card holder transaction detail

DOREE MARKS CREDITS PURCHASES CASH ADYV TOTAL ACTIVITY
471630000503 7660 500 3500 $0.00 .00
Accounting Code: appears here and on
Post Tran
Date Date  Reference Number Transaction Description Amount Subsequent pages
00.05 08.00 74708200248248000004472 HUDSON BLAT BLAT CHARLOTTE NC 500 CR
0008 08.08 T4708260248245000001M0 MUDSON BLAT BLAT CHARLOTTE NC 500
ANTHONY CARLISLE CREDITS PURCHASES CASH ADV TOTAL ACTIVITY
4710 30000002.7078 $5.00 500 $0.00 0.0
Accounting Code:
Post Tran
Date Date  Reference Number Transaction Description Amount
00.05 08.08 74708200248248000004480 NOAMS BLAT BLAT MINNEAPOLIS MN 500 CR
0005 08.08 T4708200248248000001057 NOAM'S BLAT BLAT MINNEAPOLIS MN 500
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View the PDF statement — bottom of page 1 Summary and Customer

Service information appear at

the bottom of page one

Default Accounting Code: 172010201918002N33

ACCOUNT NUMBER ACCOUNT SUMMARY
CUSTOMER SERVICE CALL |BREVIOUS BALANCE 00
:w R CHARG 15 00

| | L EReedEiEhe
888.994.6722 STATEMENT OATE | OWPUTED AMOUNT | INTEREST PENALTY 00
oW12/19 00 |CHECKS 00
| CHECK FEE 00
SEND BILLING INQUIRIES TO! CREDITS 35 00
AMOUNT DUE 'CURRENT
|BILLING ACTIVITY 00
PO Hox 0335 00 PAYMENTS 00
Fargo. ND 581256335 '

ACCOUNT BALANCE 0.00

o payments 1owvards previous Daances have Deen made, please deduct from the payment due
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Managing Account Profile

Request 5tatus Queue -
Active Work Gueue Account Information
System Administration

Account Administration

Event Driven Motification

Order Management Statement

Transaction Management

Account Information View account statement(s).

* Statement = Cardholder Account Statement
v Account Profile i
Reporting = Managing Account Statement
Data Exchange s Diversion Account Statement

My Personal Information

Account Profile

Home
View account demographics, limits, accounting code, and other related information.
Email Center _
= Cardholder Account Profile
Contact U :
onaEt s « Managing Account Profile
Training = UIVETSION ACCOUNt Profie

Government Services
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Managmg Account Summary Click a link to view information about the

Managing Account Profile

Managing Account Summary managing account

Managing Account Number; wsse=s 3152, ACME ONECARD LOC1 Swit ccounts
Managing Account ID: 555631525042

Select an item below to view its contents. You can also View a Cardholder account or
View a Diversion Account

View credit limit and available credit

Demographic Information Default Accounting Code

View account name, address, contact information, View the default accounting code assigned to {hs th rough Authorization Limits

and alternate address. account.

Account Information Authorization Limits

View other account information such as Account View authorization limit information such as Credit

Status, Hierarchy Position, Cycle Day, and Open Limit, Single Purchase Limit, and Available Credit.

Date. - . . .
Financial History = View past payment information in the

Extract Information View the account 12-month history, 7-year history . ) .

View financial extract information assigned to the analysis, and 7-year history. Financial H 'Story

account.

Account History

Request Type Update Method Last Updated
Setup Manual 05/06/2006 02:46:00
Maintenance Manual 08/26/2008 03:33:00
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Managing Account Profile
Authorization Limits

Managing Account Number; srssseses 3861, ACME MANAGED SPEND Switch Accounts |

Authorization limit info

1 Authorization Limits

The Credit Limit is your overall credit limit

. Hr Credit Limit: 1
Available Credit is the amount you currently Single Purchase Limit: 1 . . .
_ _ ) % Cash: 5 for the managing account, including all
have available for spending. It includes all Available Credit: 1
Fiscal First Month: 01 .
_ associated card accounts.
POSTED transactions up through the last Standard Velocity Limits
. Limit Total
nightly system update. Daily Dollar: 0 0
Daily Transaction: 0 0
Cycle Dollar: 0 0
Cycle Transaction: 0 0
It’s the difference between your Credit limit Monthly Dollar: 0 0
Monthly Transaction: 0 0
. Quarterly Dollar: 0 0
and Outstandlng Balance. Quarterly Transaction: 0 0
Yearly Dollar: 0 0
Yearly Transaction: 0 0
When your payment to the managing account Custom Velocity Limits
Limit Total
. . Other Dollar: 0 0
posts, the Available Credit goes back up (to the Othor Trareaction: 0 0
9 9 0 9 Refresh From Date:
Credit Limit at the highest amount) ereah 1o Dot
Days in Refresh Cycle: 0

Merchant Authorization Controls

Control  Authorization Action Single Purchase Limit  Type Action
MCCG41 Decline Custom  View Details

Authorization Limits Comments:

== Back to Managing Account Summary
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Payment history for a managing account

Managing Account Profile
Financial History

Tabs provide 12 months and up to

Client Training | Confidential

Managing Account Number: Switch Accounts
Managing Account ID: VAL of histo ry.
" 12 Month History [ 7 Year History Analysis | 7 Year History | e
The 12 Month History includes accumulated account information for 12 previous billing cycles. Each page
mciidas four biling oycles of hisfovy Shows current and past info. Current is
Page:1]2|3 of last system update and shows
Current 10/27/2020 09/28/2020 08/27/2020 07/27/2020 4=
Number of Payments 1 1k 1 1 1 POSTED information.
Total Payments $81,359.40 $121,566.29  $199,622.42  $142,588.22 8166,381.12“
(Last Payment:11/10/20)
Minimum Payment $105,508.84  $341,807.28  $357,879.98  $402,548.11  $463,776.93
Number of Purchases 208 134 246 140 144 View payment information.
Total Purchases $162,742.00 $105,508.84 $154,954.29  $82,410.60 $122,021.24
(Last Purchase:11/11/20)
Number of Cash Advances 0 0 0 0 0
Total Cash Advances $0.00 $0.00 $0.00 $0.00 $0.00
(Last Cash Advance:00/00/00)
Number of Credits 0.0 1.0 0.0 2.0 2.0
Total Credits $0.00 $15.25 $0.00 $1,051.20 $454 .95
(Last Credit:09/29/20)
Number of Mise Charaes 0 0 0 4] 0
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Outstanding balance

Cash Advance Finance Charges $0.00 $0.00 $0.00 $0.00 $0.00
Credit Limit $1.00
Eee— $0.00 7 See the current balance. This is how much of the
Outstanding Purchase Balance $0.00 managing account credit limit your organization has used.
QOutstanding Cash Balance $0.00 This includes POSTED items as of the last nightly update.
Outstanding Misc Charges $0.00 It doesn’t include pending items.
Outstanding Purchase Finance Charges $0.00
Outstanding Cash Adv Finance Charges  $0.00 50.00 50.00 $0.00 $0.00
Past Due $0.00 50.00 $50.00 $0.00 $0.00
Avg Daily Bal - Purchases 50.00 50.00 $0.00 $0.00
Avg Daily Bal - Cash Adv 50.00 $50.00 $0.00 $0.00
Avg Daily Bal - Purchases and Cash Adv 50.00 50.00 $0.00 $0.00
Page:1]2]3
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View cardholder account information
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Account information on the main menu

Reauest SasQuewe \AJa]lcome to Access Online ALICE ADAMS

System Administration Your last login was 05/06/2019
Account Administration

Event Driven Notification

Order Management

Tranzartinmn Mﬂl‘lﬂgﬁl‘l‘lﬂl‘lf Message center

Account Information
Reporting

Data Exchange

My Personal Information

Messaae(s) from Access Online

Language Selection:

American English v

Home
Email Center
Contact Us
Training

Government Services

Client Training | Confidential

Quick Links
Manage Home Paage Settings
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Account statements or profiles

Request Status Queue =
Active Work Queue Account Information
System Administration

Account Administration

Event Driven Notification

Order Management Statement

Transaction Management

Account Information View account statement(s).

* Statement » Cardholder Account Statement

» Ancount Profile - - -
Reporting = Managing Account Statement
Data Exchange » Diversion Account Statement

My Personal Information

Account Profile

Home
View account demographics, limits, accounting code, and other related information.
Email Center
» Cardholder Account Profile
Contact Us « Managing Account Profile
Training » Diversion Account Profile

Government Services
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Cardholder
account
statement search

screen

Client Training | Confidential

Cardholder Account Statement

Search & Select an Account

View Diversion Account | View Managing Account

Cardholder Account Search

Search for an account by Cardholder Account Number, Account Unique [ID, Name, or Social Security
Number. You can also find a cardholder account by first Searching for a Managing Account.

Account Number (Last 4):

OR

OR

OR

Account Unique ID: (i)

1

Last Name (or Vehicle Name):

%

Social Security Number:

First Name:
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Search and select an account

Cardholder Account Search

Search for an account by Cardholder Account Number, Account Unigue |ID, Name, or Social Security
Number. You can also find a cardholder account by first Searching for a Managing Account.

Account Number (Last 4):

Account Unique ID: (i)

DR|

Last Name:

First Name:

DR |0;El

Social Security Number:

R

Records 1- 14 of 14

Product Name Cardholder Name

Purchasing

Purchasing

Purchasing

Purchasing

Client Training | Confidential

JUDY BAHAR

ANTONIO
CAMINO
KATHLEEN
COFFEY
EAMON
DOUGHERTY

Account Number
*ttt*ttti*tt-‘ 4??

FREKERAKE t*tﬁﬂg[}

*ttt*ttﬁ'ﬁ*tt“l 485

FREKERAKE 31151 UB

Account Unique ID
0305-9170-1227-3840

0305-9172-4592-5871

0305-9170-1297-6001

0305-9172-4571-9335

Account Status

Status Description
-OPEN

-OPEN

-OPEN

-OPEN
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Statement pdf

Account Statements

MEGAN A ACKERMAN

Account Unique ID: 0142-5162-8053-5580 (i)
Account ID: 1722-4561-9043 | Account Number: 4561

Please Note: The statement can't be used for remittance of payment, it's for display purposes only.

View account profile

2020

[ 02/10/2020 (PDF)

2019

[ 12/10/2019 (PDF)

[ 11/11/2019 (PDF)

[ 09/10/2019 (PDF)
[ 08/12/2019 (PDF)

[ 07/10/2019 (PDF)

2018

[ 11/12/2018 (PDF)

[ 05/10/2019 (PDF)

[ 04/10/2019 (PDF)

[ 03/11/20189 (PDF)

[ 02/11/2019 (PDF)

[ 01/10/2019 (PDF)

[ 04/10/2018 (PDF)

WA RO R
REAN  Fargn, M 120404

ool Dot g b Doy b D O e
OOOOAGEN 01 P 0BAEY NIGZITRT &
MESAN A ACKERMAN
ACD DEMO TEST
8 &¥TH FTREET
F=bi-L18
INNEAPCLIS Ml S5402-1401

[
M

THAN
DATE  DATE  THANBAL TION DESCRIFTION RLFURERCL WMBLR MCC  AMOUNT

01 EMC T D00 RALL SILAT COCTH MARIDE WPy T4 FRAMSIDMNIDO0ON0 T LIGG Ly 00 OR
01 EMCCH 700 D00 RALL SILAT COCTH MARIDE Wy T4 FRAMSIDMNOMOO000 S, Ly L1

([ Eoefout Asgounting Coge 1733075 a4ttt AU
ACCOUNT NUMBER

A246-0400-1T22-4561

CUSTOMER SERVICE CALL

B - B - 56 e RTATEMERT G TH | DeaPu D AMsNT
R pim

WD O NG T ARRINT DU

LR
G LN BARCORP BV COWTIR
LIE kb bk TR BB R TI (0 T
P mOE e
FAALE] B BTSN

DRG] A Rk b TIR A B P
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Cardholder account profile

Request Status Queue =
Active Work Queue Account Information
System Administration

Account Administration

Event Driven Notification

Order Management Statement

Transaction Management

Account Information View account statement(s).

* Stalement » Cardholder Account Statement
» Account Profile )
Reporting » Managing Account Statement
Data Exchange » Diversion Account Statement

My Personal Information

Account Profile

Home
View account demographics, limits, accounting code, and other related information.
Email Center
» Cardholder Account Profile
Contact Us = Managing Account Profile
Training = Diversion Account Profile

Government Services
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Cardholders’ account profile link

Cardholder Account Profile
Cardholder Account Summary

Card Account Number; ===*=====1477 JUDY BAHAR Switch Accounts
Card Account ID: 002714774009

Select an item below to view its contents. You can also View a Managing Account

View Account Profile
View account information such as Account Owner Details, Account Details, Default Accounting Code,

Authorization Limits.

Account Authorizations
View Account Authorization information such as Request Type, Request Source, MCC, and Transaction

Amount.
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Cardholders’ account profile

@ JUDY BAHAR

Product Account Processing Hierarchy -@] Managing Account

Purchasing Unique ID: 0305-9170-1227-3840 (i) show All Hierarchy Names Name: ACME AGENCY 2
ID: 0027-1477-4009 3059-0073-64990-00000-0000 Unique ID: 0305-9170-1251-4080 -@-
Number: **1477 ID: 5555-4998-4009

Number: 4998

Organization Name (optional) [1] Optional 1 {optional) Third Line Embossing (optional)
DEMO AGENCY - -

Q Account Overview

Summary (i) Payment Information (i)

Account Status Open Statement Balance -
Credit Limit $3000 Current Balance $0.00
Available Credit $3000 D View Statements
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View account authorizations

Cardholder Account Profile
Cardholder Account Summary

Card Account Number; =====*====1477 JUDY BAHAR Switch Accounts
Card Account ID: 002714774009

Select an item below to view its contents. You can also View a Managing Account

View Account Profile
View account information such as Account Owner Detalls, Account Details, Default Accounting Code,

Authornzation Limits.

Account Authorizations
View Account Authornization information such as Request Type, Request Source, MCC, and Transaction

Amount.
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Authorizations - declined transaction link

Cardholder Account Profile
Account Authorizations

Card Account Number: ========1477 - JUDY BAHAR Switch Accounts
Card Account ID: 002714774002

Name:
Records 1-2of 2

Auth Date Auth Time Response Auth Number Type of Request Transaction Amount MCC MCC Description
02M17/2011 04:42 PMET Approved 074354 Mail/Phn Ord $000 5399 MISCELLANEOUS GENERAL MER
02M17/2011 03:34 PM ET | Declined Mail/Phn Ord $0.00 5399 MISCELLANEOUS GENERAL MER

Records 1-2 of 2

<= Back to Cardholder Account Summary
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Declined transaction detalls

Cardholder Account Profile
Account Authorizations

Card Account Number; ®========1477 JUDY BAHAR Switch Accounts
Card Account ID: 002714774009

Name: BAHAR JUDY

Auth Date: 02/17/2011  Auth Number: MCC: 5399
Auth Time:03:34 PM ET Type of Request: Mail/Phn Ord MCC Description:MISCELLANEOUS GENERAL MER
Response: Declined Transaction Amount:$0.00

Decline | Accournt r Merchant r Parent r Diversion r Process |

The Request was declined due to 0605 Exceeded account single trans limit
The Request was declined at the INDIVIDUAL
The velocity type for the decline was NOT DECLINED FOR VELOCITY

The following reasons would also have declined the request:
1. 0805 Exceeded account single trans limit The reason for the declined transaction will be

listed here. Click the other tabs for additional

== Back to Account Authorizations details.
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Transaction information




Click Transaction Management

Request sats duese \AJalcome to Access Online ALICE ADAMS

System Administration Your last login was 05/06/2019 Language Selection:
Account Administration
Event Driven Notification American English v

Order Mananement
Transaction Management MEEEEQE center
Account Information
Reporiing

Data Exchange

My Personal Information

Message(s) from Access Online

Quick Links
Manage Home Page Settings

Home

Email Center

Contact Us

Training

Government Services
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Access Transaction List

Event Driven Notification
Order Management

Transaction

Management

* Transaction List
Account Information
Reporting
My Personal Information

Home

Contact Us

Training

Client Training | Confidential

Transaction Management

Transaction List

View, review, allocate/reallocate and add comments to transaction information.

View Previous Cycle
Presents the Transaction list for the previous cycle.

View Pending Transactions
Presents the pending transactions list.

View Unmatched Transactions
Presents the unmatched transactions list.
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Search for the cardholder account

e owew=®  Transaction Management
System Administration Search & Select an Account

Account Administration
Event Driven Notification
Payment Plus

Order Management Cardholder Account Search

Transaction

Management Search for an account by Cardholder Account Number, Account Unigue ID, Name, or Social Security Number.
. ré‘:;agg‘i’:ﬁigtﬂ You can also find a cardholder account by first Searching_for a Managing Account.

« Transaction List

- Manager Approval Queue

- Manager Approval History Account Number (Last 4 digits):

= Extract Administrator Queue
Enhanced Supplier ‘
Management ]
Account Information Account Unique ID: Cij
Reporting -
Data Exchange OR ‘ ‘
My Personal Information

Last Name (or Vehicle Name): First Name:
Home OR ‘ ‘ ‘

Email Center

Social Security Number:
OR ‘ ‘

Contact Us

Training

Client Training | Confidential



Select the account

ACCOUNT INTOrmauon Account unique w: (i
Reporting
Data Exchange OR ‘ ‘
My Personal Information

Last Name (or Vehicle Name): First Name:

Home OR | o, ‘ ‘
Email Center . .
Social Security Number:
Contact Us
OR ‘ ‘
Training

Records 1 - 25 of 27

Click to select the account

Page 1|2
Product Name Cardholder Name Account Number Account Unique ID Account Status Status Description
Purchasing_ MEGAN AACKERMAN HEREREEAE 4561 0142-5162-8064-8273 -Open
Purchasing_ LISAALFORD it Y 4°) 0142-5162-8022-7126 -Open
Pre-Auth Purchasing. PURCHASING WEST FEREEERRAET629 0459-6161-3620-9332 -Open
Purchasing_ JAMES M ARENA FEREEEEAE4 587 0142-5162-8017-4905 -Open
Purchasing_ JASON P BAINES FEREREEAE 4686 0142-5162-8062-6225 -Open
Purchasing_ GARY L BARHORST FRREmAE 4694 0142-5162-8083-3592 -Open
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Filter by billing cycle

Transaction Management
Card Account Summary with Transaction List

I Card Account Number; **=*=*===1435 WATHLEEN COFFEY Switch Accounts

Card Account ID: 002714354004

Create | Manage | Managing Acct List | Card Acct List | » Trans List | Manager's Queue |

[-1Card Account Summary

Account Number: — o 14085 QOutstanding Orders: $0.00 0

Account Name: Al EEN COFFEY Unmatched Transactions: $4 67552553 105
02/09/2017

Billing Cycle Close Date: |01/09/2017 ﬁ

Total Transactions: $1,609,108.35 32 Final Approved Transactions:  $0.00 0

Reallocated Transactions: $219,556.00 1 % Final Approved Transactions: 0.0% 0.0%

% Reallocated Transactions: 13.2% 3.1%

® Open Account

Client Training | Confidential
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Filter the list using search

Return to top

Transaction Amount:

All v

Pull Back Eligibility:

5

Purchase ID:

Approval Status:

All

Order Match Status:

v |All v

Disputed Transactions: Reallocated Transactions:

g

Display

29

S

'

Transactions per page

m Reset & Search with Defaults

Client Training | Confidential

Advanced Search
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View a transaction

[+] Search Criteria

Return to top

(-] Transaction List Return to fop

Records 1-3of 3

Check All Shown | Uncheck All Shown

Select Status Approval Status Match ' Trans -Posting Merchant City/State
® @ 4 | Date |Date

O Pending 05/23 105/26 GRAYBAR ELECTRIC CLAYTON, MO
O @ Pending 05/21 [05/22 UNIVERSAL RADIO INC REYNOLDSBURG, OH
O Pending 05/14 [05/16 DELL MARKETING L.P. 800-727-1100, TX
] Pending 0513 10515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
] Pending 05/13 10515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
O Pending 0513 10515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
O Pending 05/02 [05/14 BEST BUY 00009746 RICHFIELD, MN
O Pending 0511 10513 DELL MARKETING L.P. 800-727-1100, TX

@ Disputed ¢ Matched A Exception @+ Reallocated @, @ Trans Detail Level [ Upload

Check All Shown | Uncheck All Shown

Records 1-28 of &

Client Training | Confidential

Mass Reallocate Match to Order Pull Back

Amount

$388.00
$32.90
$224 57
$255.36
$7 463.15
$2 800.00
$162.00
$2.393 61

Detail '€ Purchase Il

59132
955132
55132
955132
55132
59132
55132
59132
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View details

Dispute

Client Training | Confidential

Transaction Management
Transaction Detail

Card Account Number: **=*=*=+5133 BALLINE WILLIAMS PRUITT
Card Account ID: D02551324043

Transaction Summary

Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail & PurchaselD @& Attachment Accouni
05/23 05/26 GRAYBAR ELECTRIC CLAYTON, MO 38800 55132 0} 9999609

(D) Disputed () Matched  f) Exception (R Reallocsted [ Upload |

Summary | Match | Allocations | User Line ltems | Comments | Approval History | Client Data | Custom Fieics

The Summary tab shows high-ievei iransaction information

The review status cannot be changed because the review day limit has been reached
To approve and forward the transaction, click "Approve.”
To initiate a dispute, click the "Dispute” button.

Transaction Reference Information
Date: 05/23/2018 Billing Cycle: Open
Purchase ID: 55132 Posting Date: 05/26/2018
Total Amount: 388.00 Reference Number: 55457375357279017625069
Memo Post: Yes Authorization Number: 031736
Sales Tax: 000 Extract Date(s)
Freight: 4634 Most Recent Standard
Financial Extract:

Merchant General Ledger Extract:
Name: GRAYBAR ELECTRIC  Payment Extract:
City, State/Province: CLAYTON, MO
Transaction Type: MASTERCARD MC Currency

PURCHASE Billing Currency: U.S. Dollar
MCC Code: 5065 Source Currency: U.S. Dollar
MCC Description: WHOLESALE ELEC Source Currency Amt: 385.00

PARTS

Dispute Sales Draft Requests
* none

Dispute information only reflects the last
dispute filed for this transaction. More
information available in Dispute History

== Back to Transaction List
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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:

e Attemptto resolve with merchant

Visa® and Mastercard® manage
and determine industry dispute

regulations

* 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

Client Training | Confidential
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Fraud process

Report

Fraud

Account

Closure

Case

Processing

Client Training | Confidential

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

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

issued to the cardholder

)

)

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

Case processor assigned

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

21 days from the date it was generated

~

/
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Reporting




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)

Client Training | Confidential




Navigate to Reporting
Reaumsawsde  Welcome to Access Online ALICE ADAMS

System Administration Your last login was 05/06/2019 Language Selection:
Account Administration
Event Driven Notification American English v

Order Management

Transaction Management MESEEQE Center

Account Information
Reporting

Lrata £xchange

My Personal Information

Message(s) from Access Online

Quick Links

Home To access the reporting area, click Manage Home Page Settings

Email Center

Reporting on the left navigation pane.

Contact Us

Training

Government Services
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Standard reporting

Request Status Queue
Active Work Queue
System Administration
Account Administration

Event Driven Notification

Order Management

Transaction Management

Account Information
Reporting
= Program Management
- Financial Management
= Supplier Management
= Tax and Compliance
Management
= Administration
= User Activity Audit
Reporting
= Report Scheduler
- Flex Data Reporting
= Custom Reports
Data Exchange

My Personal Information

Home

Email Center
Contact Us
Training

Government Services

Reporting

Program Management
General program management activities and
monitor company policy compliance.

Financial Management
Monitor expenditures, track variances and
manage account allocations.

Supplier Management

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

Report Scheduler

View and maintain current scheduled reports.

Flex Data Reporting
Create and maintain adhoc reports.

Custom Reports
Create and configure custom reports.

Client Training | Confidential

Tax and Compliance Management

Estimate sales/use tax, track spending for
1099/1057 vendors, and perform other
regulatory reporting.

Administration
These reports allow administrators to support
system functionality.

User Activity Audit Reporting
Captures user actions taken within Access
Online into a standard report.

Available reports depend on your role,

organization and card type

Reporting features:

Choose fromover 60 report templates
Select parameters to “customize”
Create multiplereports fromthe same
template

Run when you wantit

Schedule manyofthem
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Navigate to Program Management

Request Status Queue
Active Work Queue
System Administration

Account Administration
Event Driven Notification

Order Management

Transaction Management

Account Information

Reporting

= Program Management
= Financial Management

= Supplier Management

= Tax and Compliance
lManagement

= Administration

= User Activity Audit
Reporting

= Report Scheduler

= Flex Data Reporting

= Custom Reports

Data Exchange

My Personal Information

Home

Email Center
Contact Us
Training

Government Services
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Reporting

Program Management
General program management activities and
monitor company policy compliance.

Financial Management
Monitor expenditures, track variances anc

manage account allocations.

Supplier Management
These reports manage supplier relationships,

support supplier negotiations, and manage
spending by category.

Report Scheduler

View and maintain current scheduled reports.

Flex Data Reporting
Create and maintain adhoc reports.

Custom Reports
Create and configure custom reports.

Tax and Compliance Management

Estimate sales/use tax, track spending for
1099/1057 vendors, and perform other
regulatory reporting.

Administration
These reports allow administrators to support
system functionality.

Uswr Activity Audit Reporting
Captudes user actions taken within Access
Online iNY a standard report.

Click Program Management
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Navigate to the Account List report

Program Management

Spend

Account Spend Analysis
Summary of account spending (excluding
merchant detail).

Cash Advance

Detail of account cash advances including
transaction amount, date, and reference
number.

Declining Balance/Managed Spend
Summary and detail information on declining
balance accounts by name and account
number.

Administration

Account List

Frequently used account level information such
as open date, last transaction date, single
purchase limit, credit limit, etc.

Client Training | Confidential

Delinquency Management

Account Suspension

Provides information on open accounts that
are past due and suspended or pending
suspension.

Charge-Off
Information on accounts that have been

charged off, including charge-off date, balance
charged-off, and recovery amount.

Past Due
Accounts with pgsi-e® balances and the
numpesoT times past due situations have
occurred.

Allocation Rules Management

Automated Allocation Rules
Summary of allocation rules engines and detail
of their respective allocation rules.

Click Account List
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Specify report parameters — date and status

Program Management
Account List

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

Date

@® Last Maintained Date Range: O Account Open Date Range: © Pending Renewal Date Range: Best practice — select Last Maintained Date
Start Date: End Date:
[ s o [ @ * Range and leave dates blank

Account Information

Account Status:

Mote: Hold down the Citrl key to make multiple selections.

All Select one or more statuses

Open e

Closed v

Blank

Account Type:

Defaults to Cardholder, but you can

|Cardholder Account V| <

Method: select Managing or Diversion Account
Hold down the Ctrl key to make multiple selections.

Data Feed -
File v
Manual Leave at default of all
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Select additional details

Additional Detail

selected options allow a drill-down to additional detail if available.

[ 1 Account Owner's Information [| Default Accounting Code
[ Account Details [] Authorization Limits
[ Training Certificate 1 DoDAAC Details (Excel Only)

Select any additional details

Client Training | Confidential

[ Merchant Authorization Control Details

[ Merchant Authorization Control Limits
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Report parameters — comments, purged accounts

Account Comments

Select "Yes" to include available Account Comments in the Report Output.

@ No < Select whether to include comments from
O Yes |
Most Recent Comments v the Account Profile

Note: Selecting all commenits will add
additional content to the report and
after its existing format.

Purged Accounts Display

Select an option to show: Show all accounts, V9 and T9 cardholder accounts purge - 12 months Open

status cardholder accounts purge - 22 months.

All Accounts W purged accounts, or

Account information is still available by reporting for 6

non-purged accounts

years after the purge date and thereafter, offline by

request.
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Select sorting options

Sort Report By

Account Status ~| | Account Name

@® Ascending Order @® Ascending Order

© Descending Order

0

© Descending Order

R¢port Output
Output Type:

Select the order — ascending

or descending

No Sort

Account ID
Account Name
Account Number
Account Status
Billing Type
Product Type
Setup Method
Update Method

No Sort N

® Ascending Order

© Descending Order

eter Page details on the report output.

Client Training | Confidential

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 report output type

Report Output

QOutput Type:

PDF

Select an output type. For

this example, select Excel.

Output Parameter Page Placement:

Selection defines the location of the Parameter Page details on the report output.

End

S’

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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Report Output types include:

 PDF
e Excel
* Browser

* Active Report
Some report types do not have ALL

output types available.




Select a way to group the report

Group Report By

O Processing Hierarchy Position: *
If selected, a processing hierarchy position is required.
Bank: Agent: Company:  Division: Department:

Click Search for Position or

| | | || || | Search for Position or Add Multiple Add Multiple

® Reporting Hierarchy Position: *

If selected, a reporting hierarchy position is required.

Bank: Level 1: Level 2: Level 3: Level 4: Level 5: Level 6: Level 7:

| | Search for Position or Add Multiple

© Account Number(s):*

If selected, at least one account is required. Separate multiple accounts by a comma and no spaces.

Search for Accounts

) Account ID(s):*

If selected, at least one account ID is required. Separate multiple account IDs by a comma ang

== Back to Program Management
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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.
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Select a hierarchy level or enter hierarchy information

Program Management
Select a Reporting Hierarchy Position

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

Hierarchy Level: .
y Select a level and click Search
Level 3 v

Reporting Hierarchy Name:

| * Or type a Reporting Hierarchy

Bank: Level1: Level2: Leveld: Leveld: Level5: Level6: LevelT: Name or Ievels and C|iCk Search

Client Training | Confidential
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Select one or more hierarchies

To add a position to the Selected Hierarchy Positions, select the position in the list to the left and click "Select

Position." To remove a selected position from the list, mark the position in the list to the right and click
"Remove Position." When you are satisfied with your selection(s), click "Accept Hierarchy "

Found Hierarchy Position(s)
Records 1-20f2

[1 Bank Level 1
8203 11790
DoD Purchasing Alpha

[] Bank Level 1
8203 11791
DoD Purchasing Bravo

Check All Shown | Uncheck All Shown

a4 e e

[
TVELA T 1T L WL

Accept Hierarchy

<<Back to Account List
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Level 2
22222

Mission 1

Level 2
22222
Mission 1

Hide All Hierarchy Names

Level 3

33333
Officer A

Level 3
33333
Officer A

Show or hide hierarchy

Names

Selecte
MNo hi
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Complete all three steps

To add a position to the Selected Hierarchy Positions, select the position in the list to the left and click "Select
Position.” To remove a selected position from the list, mark the position in the list to the right and click
"Remove Position." To remove a selected position from the list, mark the position in the list to the right and
click "Remove Position." When you are satisfied with your selection(s), click "Accept Hierarchy."

Show All Hierarchy Names

Selected Hierarchy Position(s)

Level 1 Level 2 Level 3 “D Bank Level 1
11790 22222 33333 8203 11790

[ Bank Level 1 Level 2 Level 3 [ Bank Level 1
a203 11791 22222 33333 a203 11791

heck All Shown | Uncheck All Shown

Records 1-2012

Accept Hierarchy

=<Back to Account Lis
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Run the report

Group Report By

2 Processing Hierarchy Position: *

If selected, a processing hierarchy position is required.

Bank: Agent: Company: Division:

Department:

30s8 | | |
® Reporting Hierarchy Positions: *
If selected, a reporting hierarchy position is required.

Add/Edit
Bank Level 1
8203 11790
Bank Level 1
8203 11791

_ Account Number(s):*

I.. | Search for Position or Add Multiple

Level 2
22222

Level 2
22222

If selected, at least one account is required. Separate multiple accounts by a comma and no spaces.

|

_ Account ID(s):*

If selected, at least one account ID is required. Separate multiple account IDs by a comma and no spaces.

| Search for Accounts

|

l

Click Run Report
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Show All Hierarchy Names

Level 3
33333

Level 3
33333
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Excel output

= 3 Ml C\Users\mikukk\AppData\Local ~ [l tg2hk (1) - Exce Ambaorn, Melody L
Insert  Draw Page Layout Formulas  Data Review \View Help IBM Connections  ACROBAT  Power Pivot Q Tell me what you want to do I_? Share
== X Cut . = _ B e = X AutoSum - A
. - A ==_ - ab - 4 € mX p +
T ARIAL 10 A = ®- 2 wrapText General & _# | Normal Bad €= & E i zY Q
Paste o o - = = | e 3= - -0 «0 .o Conditional Format as Insert Delete Format Sort & Find &  Share WebEx
- ¥ Format Painter 2 4 = === Merge & Center $-% > W Formatting - Table - Good Neutral N - - - Clear ~ Filter = Select~ ThisFile ~
Clipboard Fa Font T Alignment M MNumber Fa Styles Cells Editing WebEx -~
Al A\ Jv | Account Name -~
A B C D E F G H | J K -
1 |Account Name Short Name Account Number Account 1D Account Status Account Status Description Lost/Stolen Account Replacement Account Product Type  Setup Method Update Method
2 |ROSEANNE BUTLER BUTLER ROSEANNE **5683 '059056833000 OPEN Purchasing Manual Manual
3 JANTHONY CARLISLE CARLISLE ANTHON **1G78 '059376783000 OPEN Purchasing Manual IManual
4 |MARTIN DANIELS DANIELS MARTIN **5667 '059056673000 OPEN Purchasing Manual Manual
5 |PETER EDGARS EDGARS PETER **T736 '059377363000 OPEN Purchasing Manual Manual
6 |FRANK GUARDADO GUARDADO FRANK **T702 '059377023000 OPEN Purchasing Manual IManual
7 |JOSEPH HANCOCK HANCOCK JOSEPH 5717 '059057173000 OPEN Purchasing Manual Manual
8 ' DOUGLAS JOHNSON JOHNSON DOUGLAS **5709 ’059057093000 OPEN Purchasing Manual Manual
9 |SERGE KOSTAS KOSTAS SERGE 7744 '059377443000 OPEN Purchasing Manual Manual
10 | TOBY MANKALA MANKALA TOBY *f710 ’059377103000 OPEN Purchasing Manual IManual
11 |DAMITA MARALDO MARALDO DAMITA **5691 ’059056913000 OPEN Purchasing Manual Manual
12 |DOREE MARKS MARKS DOREE **7660 '059376603000 OPEN Purchasing Manual Manual
13 |JAKE PEDERSEN PEDERSEN JAKE **T694 '059376943000 OPEN Purchasing Manual IManual
14 |LYNETTE PRICE PRICE LYNETTE **5725 '059057253000 OPEN Purchasing Manual Manual
15 |GILBERTO RODRIGUEZ RODRIGUEZ GILBE **5675 "059056753000 OPEN Purchasing Manual Manual

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

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management
Account Information
Reporting

- Program Management

+ Financial Management

+ Supplier Management

+ Tax and Compliance

TS

+ Administration

—User Aclivity Audil meparning

+ Report Scheduler

» Flex Data Reporting

+ Custom Reports
Data Exchange
My Personal Information

Home

Email Center
Contact Us
Training

Government Services

O T TSN ER ORI RO Ry

Administration

Accounting Code Management

Accounting Code Structure

Information on current configuration of
Accounting Code Structures, Accounting
Validation Controls and Valid Value Lists.

> Accounting Code Structure Summary
Starts configuration summarization with
the Accounting Code Structure.

Alternate Accounting Codes
Detailed information about Alternate
Accounting Codes.

Default Accounting Codes
Detailed information about Default Accounting
Codes by account.

Online Registration Management

Locked Accounts

Accounts locked at the time the report is
generated (due to incorrect online registration
activity).

Online Registration
Information about online registration.

User Management

System User List
Information about user |Ds and associated

user profile information including a list of user
hierarchy access and user functional
entittements.

System User List with Account Details
An overview of users and accounts within an
organization.

Click Administration

138



User Management reports

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management
Account Information
Reporting

« Program Management

« Financial Management

« Supplier Management

« Tax and Compliance

Management

* Administration

« User Activity Audit Reporting

+ Report Scheduler

« Flex Data Reporting

» Custom Reports
Data Exchange
My Personal Information

Home

Email Center
Contact Us
Training

Government Services

CHCL T un s | v e an

Administration

Accounting Code Management

Accounting Code Structure

Information on current configuration of
Accounting Code Structures, Accounting
Validation Controls and Valid Value Lists.

= Accounting Code Structure Summary
Starts configuration summarization with
the Accounting Code Structure.

= Accounting Validation Control
Summary
Starts configuration summarization with
the Accounting Validation Control.

Alternate Accounting Codes
Detailed information about Alternate
Accounting Codes.

Default Accounting Codes
Detailed information about Default Accounting
Codes by account.

Online Registration Management

Locked Accounts

Accounts locked at the time the report is
generated (due to incorrect online registration
activity).

Online Registration
Information about online registration.

User Management

System User List
Information aboufuser IDs and associated
user profile inform&ion including a list of user
hierarchy access an{ user functional
entitlements.

System User List with AQcount Details
An overview of users andNaccounts within an
organization.

Click System User List

-

| want to see all the Access

Online users to see who is

active in the system.

~N
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Navigate to Financial Management reports

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Payment Plus
Order Management
Transaction Management
Enhanced Supplier
Management
Account Information
Reporting

= Frogian maliayennie

* Financial Management

= Sunplier Management

- Tax and Compliance

Management

= Administration

- Repornt Scheduler

« Flex Data Reporting

= Custom Reports
Dashboard
Data Exchange
My Personal Information

Home
Email Center
Contact Us

Training
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Financial Management

Payment Requests

Billed Transaction Analysis with Payment
Requests Detail

Summary and detail billed transaction
information, regarding the results of payment
request and transaction matching.

Payment Request Analysis

Summarysaag detail payment request
information, regardiMysearesults of payment
request and transaction matching®

Payment Request Detalil
Detailed Payment Request information.

Order Management

Billed Transaction Analysis with Order Detail

Payment Instructions

Billed Transaction Analysis with Payment
Instruction Detail

Summary and detail billed transaction
information, regarding the results of payment
instruction and transaction matching.

Payment Instruction Analysis

Summary and detail payment instruction
information, regarding the results of payment
instruction and transaction matching.

ction Detail
Detailed Payment ion information.

Transaction Management

Account Allocation

Detailed and summary billed transaction
information, regarding the results of order and
transaction matching.

Full Transaction and Order Detail

Full expenditure detail, including transaction,
line item, order, account allocation, and tax
estimation information.

Account allocation and reallocation detail by
accounting code.

Extract Reconciliation

Summary of transactions by account that have

been extracted versus statemented.

Fleet Activity Detalil
Fleet product summary and fleet transaction

Click Financial Management




Transaction Management reports

MYy Fersonal iIntformaton

Home
Email Center
Contact Us

Training

Order Management

Billed Transaction Analysis with Order Detail

Transaction Management

Account Allocation

Detailed and summary billed transaction
information, regarding the results of order and
transaction matching.

Full Transaction and Order Detalil

Full expenditure detail, including transaction,
line item, order, account allocation, and tax
estimation information.

Order Analysis
Detailed and summary order information,

regarding the results of order and transactiori
matching.

Order Detail
Order detail information.

Order Receipt
Detailed and summary receipt information as
recorded against the order or order line items.

Account allocation and reallocation detail by
accounting code.

Extract Reconciliation
Summary of transactions by account that have
been extracted versus statemented.

Fleet Activity Detail

Fleet product summary and fleet transaction
activity data including fuel, tax and line item
detail.

Managing Account Approval Status
History of Managing Account and Cardholder
Account statement approvals.

Payment Detail
Detailed payment information pertaining to

transactions and payments.

Transaction Aging
Detailed client transaction information and
payment aging history.

Transaction Detail &=

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

Multiple Attachments Request
Create a request to receive files attached to
transactions during a specific date range.

Transaction Summary
Transaction summary information.

Click Transaction Detail
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Choose a date range and enter parameters

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

[] Enable Cycle Day
Start Date: End Date:

02/01/2019  |@~ to 0210172019 |~

Transactions Included

Transaction Status:
@ Reviewed Status:
Al v

) Approval Status:

Hold down the Cirl key to make multiple selections.
All

Pending Approval
Approved

Final Approved

Disputed Status:
Al v

Client Training | Confidential

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

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

$| |

Posting Type:

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

Select a posting type (Posted or Memo posted) or

leave at the default of all

L] Display Transaction Custom Fields 1 Display Allocation Detail [ 1 Display Fleet Detail
[ ] Display Transaction Comments Display Merchant Data (Excel Only) (j} [] DoDAAC Details (Excel Only)
Most Recent Comments W

Note: Selecting all comments will add
additional content to the report and
alter its existing format.
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Include or exclude payments, fees and additional details

Transaction Amount:

5|
Posting Type:

All v
Payments:

® Exclude O Include

Fees:
® Exclude O Include

Choose to exclude or include payments or fees

Additional Detail

[] Display Transaction Custom Fields
L] Display Transaction Comments
Most Recent Comments

Note: Selecting all comments will add
additional content to the report and
after its existing format.

¥ Display Allocation Detail [ 1 Display Fleet Detail
Display Merchant Data (Excel Only) (i) [ DoDAAC Details (Excel Only)

Select additional details

Client Training | Confidential
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Select which merchants appear on the report

Merchants

@ Merchant Category Code Group:

Note: Hold down the Ctrl key to make multiple selections.

All

AIRLINE

AUTO/RV DEALERS
BUILDING SERVIC

fa)

> Merchant Category Codes:

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.

To limit the results from the default of "all," enter a MCC or search. Separate multiple MCCs by a comma

and no spaces.

Search for Codes

7 Merchant Names:

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

Client Training | Confidential
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Select sorting and output tvpe
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 <« Select to limit the results to a particular accounting
|

) Alternate Accounting Code Name *

code. Leave it blank to view all.

Sort Report By

| Account Name v|| Trans Date v||No Sort v||No Sort Select sorting options
@® Ascending Order ® Ascending Order @® Ascending Order @® Ascending Order
) Descending Order ) Descending Order ) Descending Order ) Descending Order

Report Output

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

[PDF R ==

the parameters placed at the End.

Qutput Parameter Page Placement:

Selection defines the location of the Parameter Page details on the report output.

|End v
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Group report
Group Report By

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

Bank: Agent: Company.  Division: Department:

| | | | | | I | | Search for Position or Add Multiple Select to group your report by
® Reporting Hierarchy Position: * _

If selected, a reporting hierarchy position is required. hiera rChy or account number.

Bank: Level 1. Level2: Level3: Leveld. Level5 Level6: LevelT7:

| I | | | Search for Position or Add Multiple

© Account Number(s):*
If selected, at least one account is required. Separate multiple accounts by a comma and no spaces.

| Search for Accounts

Break/Subtotal Level
|- No Break/Subtotal - /|

Page Break:
CYes @®@No
Note: Page Break is applicable only if a Break/Subtotal Level is chosen.

m Create Scheduled Report

<< Back to Financial Management
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Run report

Group Report By

) Processing Hierarchy Position: *

If selected, a processing hierarchy position is required.
Bank: Agent: Company: Division: Department:

| 8203 | | | | Search for Position or Add Multiple

@® Reporting Hierarchy Position: *
If selected, a reporting hierarchy position is required

Add/Edit
Bank Level 1 Level 2 Level 3
8203 11790
O Account Number(s)* If you choose PDF for your output type, you have the

If selected, at least one account Is required Separep}e multiple accounts by a

option on some reports to include a break and subtotal

Break/Subtotal Level for a level of the hierarchy. You can also choose a page
- No Break/Subtotal - v| <
| break at that subtotal.
Page Break:
L ¥Yes ® No

Note: Page Break is applicable only if a Break/Subtotal Level

- - -

Run Rﬁpﬂ'n S — ;l;pl;u Cl iCk Run Report

== Back to Financial Management
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Transaction summary versus detail

16 of 89

Transaction Detail - Summary

Posting MCCG
Trans Date  Date Code
01/17/2020  01/18/2020 140
01/18/2020  01/21/2020 153
01/22/2020  01/23/2020 153
01/2942020  01/23/2020 153

MCC

5812

7523

7523

7523

Merchant
Category Code
Description

EATING PLACES AND
RESTAURANTS
PARKING LOTS AND
GARAGES

PARKING LOTS AND
GARAGES

PARKING LOTS AND

Click the transaction date to

see more details.

Subtotals for Bank: 1423 Agent: 462 Company: 11315

Number of Records:

Total: Company 11315

243

Transaction Detail - Summary / PA1TADMIN / 02/27/2020 11:56:04

Client Training | Confidential

Merchant
Name

MAXE&ERMA-HYDEPARK

FOUNTAIN SQUARE N
GARAGE
FOUNTAIN SQUARE N
GARAGE
FOUNTAIN SQUARE N

GARAGE
CHECK 001638
0834 TOWER PLACE

J ALEXANDERS 02000222

FOUNTAIN SQUARE N
GARAGE

ACME CO 041
Report Date: 02/27/2020

Trans Status

Disputed Status

Mot Reviewed

Not Reviewed

Not Reviewed

Mot Reviewed

Not Reviewed

Mot Reviewed

Not Reviewed

Not Reviewed

No

No

No

No

No

No

No

No

If you chose a break/subtotal, you

can see the total of all transactions

Merchant Taxpayer ID Trans Posting
State/Province  Number (TIN) Amount Type Purchase ID
OH $ 29.00  Posted 130117 125104
OH 1500  Posted 39970400
OH 13.00 Posted 39970254
OH 9.00 Posted 39970677
MN 10.00  Posted
OH 600 Posted 0002420028
OH 4168 Posted 0124122238
OH 15.00  Posted 39970448

$ 38,617.37

for the hierarchy.
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PDF output detail

= 4—3‘ ] WebFOCUS Report X | v

& - O o B | https;//demo.access.usbank.com/cpsApp1/AxclComReportServlet?REPORT_ID=

1of1

Transaction Detail - Detail

Processing Hierarchy Position: Bank: 1423 Agent: 462 Company: 11315 Division: 5000 Department: 501

Name: HILDA JAGUIRRE Account Number: **7611 Optional 1: Optional 2:
Lost/Stolen Account: Replacement Account: Billing Type: Centrally Billed Account
Transaction Posting Source Currency Source Posting
Date Date Trans Amount Sales Tax Amount Currency Type Purchase ID
01/23/2020 01/25/2020 $36.03 $0.00 36.03 usD Posted 074720
Merchant Category Merchant Category
MCCG Code Group Description MCC  Code Description Merchant Name
140 EATING/DRINKING 5812 EATING PLACES AND RESTAURANTS OUTBACK 4813
End of Report

Transaction Detail - Detail / PATADMIN / 02/27/2020 12:01:32

Client Training | Confidential

time out.

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

ACME CO 041
Report Date: 02/27/2020

Trans Status Disputed Status Reference Number

Mot Reviewed No 24692163024000616261757
Merchant Merchant Taxpayer ID Merchant Order
City State/Province Number (TIN Number
ONALASKA wi 074720

Page
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Create scheduled report

Group Report By

) Processing Hierarchy Position: *
If selected, a processing hierarchy position is required.
Bank: Agent: Company. Division: Department:

| 8203 | | | || | Search for Position or Add Multiple

® Reporting Hierarchy Position: *
If selected, a reporting hierarchy position is required.

Add/Edit
Bank Level 1 Level 2
8203 11790 22222

O Account Number(s):*

If selected, at least one account is required. SEIJEF?{E multiple accounts by a comma and no spaces.

Search for Accounts

Break/Subtotal Level
- No Break/Subtotal - v|

Page Break:

“Yes ® No Click Create Scheduled Report

Note: Page Break is applicable only if a Break/Subtotal Leve

== Back to Financial Management

ClHern rrdiring | Loiniuenudi

Level 3
33333



Navigate to Report Scheduler

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management
Account Information
Reporting

* Program hManagement

* Financial Management

= Supplier Management

* Tax and Compliance

Management

= Administration

* Report Scheduler

* Flex Diata Reporting

* Custom Reports
Data Exchange
My Personal Information

Home

Contact Us

Training

Client Training | Confidential

Reporting

Program Management
eneral program management activities and
monitor company policy compliance.

Financial Management
Monitor expenditures, track variances and
manage account allocations.

Supplier Management

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

Tax and Compliance Management
Estimate sales/use tax, track spending for
1099/1057 vendors, and perform other
regulatory reporting.

Administration
These reports allow administrators to support
system functionality.

—

Report Scheduler €=
View and maintain current scheduled reports.

Flex Data Reporting
Create and maintain adhoc reporis.

Custom Reports
Create and configure custom reports.

Click Report Scheduler




Training and resources




Find the web-based training (WBT) site

Reauest Stats ducve \AJalcome to Access Online ALICE ADAMS

System Administration Your last login was 05/06/2019
Account Administration

Event Driven Motification

Order Management

Transaction Management MEESEQE Center

Account Information
Reporting

Data Exchange

My Personal Information

Messaqge(s) from Access Online

Language Selection:

American English v

Home

Email Center

Contact Us

Click Training.

Training

Government Services

Client Training | Confidential

Quick Links
Manage Home Paage Settings
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Home page Your role will be selected as a default:

Access’ Online Cardholder

Administrator

Access Online

Home My learning plan  Access Online class registration Insights on Demand class registration ~ WBT reporting Welcome, Kay [ Logout

Open a topic area below and select content from each tab to create your own learning plan.
Each resource opens in a new window or tab. ‘

‘ Start training (1)

Use the drop-down to

Save to My learning plan 1

Change role: [ Government Administrator VI C h a nge rol e

Filter by type

Lessons

User guides
Videos

Quick references

Recorded classes

Announcements February 10, 2022

Transaction Management and Account Approval = See W h at I S n eW-

Process recorded class.

Point of Contact: We added a new Department of
Defense Point of Contact quick start guide that
covers how to create and manage points of contact
specific to the DOD.

2021 GSA SmartPay Virtual Training Forum:
Participants at the 2021 GSA SmartPay Virtual
Training Forum can download the 2021 GSA
SmartPay Virtual Training Forum presentations.



Search for resources

Open a topic area below and select content from each tab to create your own learning plan.

Each resource opens in a new window or tab. PN
Start training i)

Get started: Open this topic for beginner training on Access Online

‘ System setup: Open this topic for training on system setup

Type a keyword

Save to My learning

and click Search.

Change role:

Accounts and users: Open this topic for training on accounts and users

‘ Transactions: Open this topic for training on transactions PIEE
Filter by type
‘ Lessons
-« ---—«"-—..................,,,,......._ Videos
Approvals: Open this topic for training on approvals Quick references type-

Recorded classes

Reports and statements: Open this topic for training on reports and statements
[Quick Reference] PIEE Login to Access Online

Orders: Open this topic for training on orders ‘

Insights on Demand: Open this topic for training on Insights on Demand [Recorded Class] PIEE JAM

[User Guide] PIEE JAM Tasks

[User Guide] Department of Defense Point of
Contact

Click the link to open the resource.
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Select content

Home My learning plan Access Online class registration Insights on Demand class registration WBT reporting Welcome, Kay [ Log out

Open a topic area below and select content from each tab to create your own learning plan.
Each resource opens in a hew window or tab. N
Start training (i)

Get started: Open this topic for beginner training on Access Online
Save to My learning plan 1

‘ Systemn setup: Open this topic for training on system setup

Change role: | Government Administrator V]

Click a heading to open

a topic.

Filter by type

Lessons

Quick references

User guides

Approvals: Open this topic for training on approvals
Recorded classes
Lessons User guides Videos Quick references Recorded classes Certifications We are sorry! Your search yielded no results. Please

[ Account Approval Process try another search term.

() Transaction Approval Process (DOT, USDA, GAO)

(J Transaction Management Announcements February 10, 2022

Transaction Management and Account Approval o

‘ Reports and statements: Open raining on reports and statements Process recorded class.

Insights on Demand: Open this topic for training on Insights on Demand

Point of Contact: We added a new Department of
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Learning content types

ACCOUNTS anad users: Upen tnis 1opic Tor training on accounts and users

Transactions: Open this topic for fraining on transactions

Lessons User guides Videos Quick references Recorded classes Certifications \ Select each tab to see all

(] Accounting Validation Controls

resources, including

Client Supplier Information . . .
- op Click a title to open and review a

() Declined Transactions certifications.

(] Transaction List and Detail resource. Viewing this way does

(] Transaction Reallocation

not mark an item COMPLETED!
(] Receipt and File Attachment

() Valid Values List Creation \ We list some items in

more than one topic to

Orders: Open this topic for training on orders )
‘ P h L make them easier to

find.

‘ Payments: Open this topic for training on payments
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Lessons

Main menu

Click a topic to jump to that section.

Client Training | Confidential

a Create new user profile

e Assign an account
e Assign a processing hierarchy
° Assign a reporting hierarchy

Edit contact information set alerts

e Maintain user profiles
a Unlock or remove a user profile
e Complete this lesson

€ BACK NEXT ?

Use the menu in
each lesson to go
quickly to a

specific section.
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Documentation

(Lessons  Userguoes  Videos  Quick:

U.S. Ban
Access®
Online

United States Air Force AOPC

Version 2-1

MSbank

Access Onime
Transacton management Versen 44

Basic transaction search

Transaction management

User guide
Version 4-6
All users

Access
Online

Tosearch for 8 specfic ansaction of 9roup of ransactions:
1. Selects differert biling cycle from the Billng Cycle Close Date drop-down st

2. Click the Search bullon Transactions in your selecied cyce duplsy stthe
boiom of the screen

3. Clck the Plus Sign icon 1o spen the Search Criteria area

ASUsem Carfaental 16

[ Lessons | User gliides | \Videos || Quick references [IRe

Access Oniine
Declined transactions: Version 1-6

Declined transactions
quick Account Pr)

s ps
findg out why the me chant decined 8

transaction o the pointof sale.

Yoo Corsrzn Acceunt | Yiem Mg
Cardhoicer Account Search
Sowe o o acxoort by Cavmoises
Nsmter You can o e 4 cangesy
Account Mmber (Last 6

Account Unigos © (1

Last bama or Varicse Namay

on
1. Select Account information h
2. Clkk Candholder Account Profile.
3. Specifysearch crlteria.
4. Clek Search
Cardholder Account Pro)

Access Onine

Matching multiple ovders and transactions: Version 1-4

Matching multiple orders and
transactions

You can use this quick reference guide s
& et reminder of the bsic steps for =

matching

in Access Onine. ‘m Sotmom © fmet
Sodor e Order Managemen e oveom n mn

5. Clck Account Authorizal

A users Canfidential

 Specific to a function or process

e Custom user guides give detail on tasks by

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

Client Training | Confidential

Daucdes e
f===)
o

: ‘ O e
. ovie 2
JoE J

q-""‘ . 8. Select the transactions to medch.

3. Specilyadate range for the order ist, b S o
if needed St Qoo 11 Amat
4. Click Search

[Crcam——

T

§. Specify s date range for the
transsction ket, i needed

6. Click Search,

. om0 e

9. Click Match to Order.

AN users Contfidential

tstanirg Moy
[T
W ey

e Quick to use

* Basic steps for a specific task
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Videos

Lessons User guides Videos Quick references Recorded classes Certifications

o b

Access’ Online ChatWithUs  Log Out

Payment Plus

Transaction Management

Transaction ) —
4 5 Kl Management Card Account Summary with Transaction List
- 4 | Account Information Card Account Number 3177, MAE DOWD

Reporting Card Account |
My Personal Information

017731777001

create |

ome

Contact Us.

/ training I-] Card Account Summary
; / Account Number: © .3177 Outstanding Orders: $000 0
Account Name: MAEDOWD  Unmatched Transactions: $1,718.11 184

Note: Includes unmatched portion of
partially matched transactions.

Billing Cycle Close Date: 03/23/2020 v w

@ Open Account

Access® Online
Transaction List and Detail

1 N i+ Search Criteria Retum ot

I- Transaction List Retum to top

Records 1-25076
4

Page 112/3/4

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount Detail © Trans Uniqu
L

®.@ @ A Date Date

‘ 02 0

SR Those transactions display in the list below.
0:00/2:02

@0l lee Q. 0

Speed: 1x Playing

 Quick demos of key tasks with voiceover and subtitles

* Average three minutes long
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Recorded classes
Lessons  Userguides  Videos  Quickreferences  Recorded classes  Certifications

Access® Online Overview of Approval and Certification Process

Transaction Manag

Add attachments,
reallocate and
approve

transactions

Approves
Card
Account
Statement

Makes
purchase

Account Approval F Cardholder

Navy

Access Online

Version 1.2
Effective September 202

Certifies
Managing
Account
Statement

Final
approves
transactions

Approving
Official

mercial or financial information
TION ACT (FOIA) 5 USC § 552(b)
d en|

Proprietary and confidential | Client training | 40

Or if the 19th falls on a U.S. Holiday, it's the next business day after.

| & e | .2 @

* Accesstraining anytime through recorded training classes

Client Training | Confidential



Certification questions

Use the numbers to

Home My leaming plan  Access Online class registration  Insights on Demand class racisMiLE={ @Y eli @] (ele[(IS{SRTY!

the exam.

Question number 1 of 6 {.—

When you look at a list of transactions, how do you view detail on a specific transaction?
Answer the questions in
Filter the transaction list to show detail for each transaction on the list

LJ Click the Advanced Search link and perform a search for the detail {7 the Certlflcatlon exam.

® Select the transaction’s check box in the Select column, and then click the Change Review Status butto

Click the Transaction Date link for the transaction

Next

Tip! If you have trouble answering questions, select one

certification topic to complete at a time.

Client Training | Confidential
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Create a learning plan

Client Training | Confidential
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Add content to your learning plan

Home My learning plan  Access Online class registration Insights on Demand class registration ~ WBT reporting Welcome, Kay [ Log out

Open a topic area below and select content from each tab to create your own learning plan.
Each resource opens in a new window or tab. N
Start training (i )

Get started: Open this topic for beginner training on Access Online
Save to My leaming plan (i)

Accounts and users: Open this topic for training on accounts and users

Transactions: Open this topic for training on transactions

Filter by type

‘ stem setup: Open this topic for training on system setup ‘
f ‘ Change role: [ Government Administrator V]

rders: Open this topic
Lessons

User guides

Payments: Open this topic for training on payments
Video

Approvals: Open this topic for training on approvals
Reco

Open each topic and

Lessons User guides Videos Quick references Recorded classes Certifications We are sorr
) Account Approval Procese s tab to select your
[JJ Transaction Approval Process (DOT, USDA, GAO) '
[J Transaction Management Announce CO nte nt, | n C I U d | ng

1 Transaction
Reports and statements: Open this topic for training on reports and statements Process recqigfs) rt|f| Cati ons.

Insights on Demand: Open this topic for training on Insights on Demand

Point of Contact: We added a new Department of

Client Training | Confidential

Click Save to My

learning plan.
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Success message

Your training selections are now saved to your learning plan. To start your training

right away, click the Start training button at right. To review your selections and
then start training, click the My learning plan link above.

Review the message

and click Close.
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Go to my learning plan

Home My learning plan Access Online class registration Insights on Demand class registration WBT reporting Welcome, Kay [ Log out

F

Open a topic area below and select content from each tab to create yOUT U reasailg. nlan.
Each resource opens in a new window or tab. | ‘ oP——

Click My learning plan.

= .

Get started: Open this topic for beginner training o
Save to My learning plan (

System setup: Open this topic for training on system setup

Change role: [ Government Administrator V]

Accounts and users: Open this topic for training on accounts and users

Transactions: Open this topic for training on transactions

Filter by type
Orders: Open this topic fi ini

Lessons
User guides
Videos

Quick references

‘ Payments: Open this topic for training on payments

is topic for training on approvals

Recorded classes

Lessons User guides Videos Quick references Recorded classes Certifications We are sorry! Your search yielded no results. Please

(J Account Approval Process try another search term.

[J Transaction Approval Process (DOT, USDA, GAQ)

[ Transaction Management Announcements February 10, 2022

Transaction Management and Account Approval o

Reports and statements: Open this topic for training on reports and statements Process recorded class.

Point of Contact: We added a new Department of

‘ Insights on Demand: Open this topic for training on Insights on Demand

Client Training | Confidential



Review your learning plan

Home My learning plan  Access Online class registration Insights on Demand class registration ~ WBT reporting Welcon

My learning plan
' _ _ I ' ‘ ‘Start training ()
‘ System setup: Open this topic for training on system setup

‘ Accounts and users: Open this topic for training on accounts and users
Go to certification ()

Print certificate ()

Transactions: Open this topic for training on transactions

Lessons Videos Recorded classes Certifications

(J Accounting Code Structure
. o \ n Remove selected items (i )
() Accounting Validation Controls

‘ Approvals: Open this topic for training on approvals

Review your selections for

My saved documents each tOpiC and tab.

- [J @ cardholder Account Setup and Maintenance
- [J I WBT Reporting

BEBUser guide [lQuick reference
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Use your learning plan to start training

Home My learning plan  Access Online class regi iog aacbis oo e o g Y - AR reporting

Click Start training

Click Home to add items.

to begin.

My learning plan

' _ _ i ' ‘ ‘Start training (1)
System setup: Open this topic for training on system setup

Accounts and users: Open this topic for training on accounts and users

Go to certification (i)
Transactions: Open this topic for training on transactions

Print certificate (i)
Lessons Videos Recorded classes Certifications L

(J Transaction Management n R | g

emove selected items (i)
(J Account Approval Process
(J Accounting Code Structure

[(J Accounting Validation Controls

Approvals: Open this topic for training on approvals

My saved documents

« [J BA Cardholder Account Setup and Maintenance
. O WBT Reporting The documents you selected display in the My

EBUser guide [lQuick reference saved documents area.
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Launch training

Home My learning plan

Accounting Code Structure

Start

Finish

Client Training | Confidential

Access Online class registration

Insights on Demand class registration

Click Start to launch the lesson,

video or recorded class.

WBT reporting
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Navigate lessons

Main menu
Click a topic to jump to that section.

Edit contact information set alerts

e Maintain user profiles

Use these buttons

to navigate the

e Unlock or remove a user profile
e Complete this lesson

€ BACK NEXT >




Finish a lesson

Home My learning plan Access Online class regy ' ' on Nemand ' ian

- Use the top menu to access the Home

page or your learning plan.

Congratulations!

You have completed: Accounting Code Structure

Continue to next resource Click Continue to next resource to

go to the next lesson, video or

recorded class.
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WBT reporting
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Go to reporting

Home My leamning plan  Access Online class registration  Insights on Demand class registration  'WBT reporting Welcome, ALICE [+ Log out

- ey
Report (j )
Certification Summary b

Start Date (1) End Date Click WBT reporting

Hi

M

Last Name [ {
N

- o
Emal (i)

Mumber of results: 2 Export to Excel
Namaa Role Last Login Mumber of Certifications
ALICE ADAMS Government Administrator Q3032022 3
DAMITA MARALDOD Government Administrator 02/11/2022 1

== ) - g -
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Select a report

Home My leamning plan  Access Online class registration  Insights on Demand class registration  'WBT reporting Welcome, ALICE [+ Log out

- ey
Report (j )

Cartification Summany w
Start Date :[; End Date
= = Select a report.

M

Last Name [ {
N

- o
Emal (i)

Mumber of results: 2 Export to Excel
Namaa Role Last Login Mumber of Certifications
ALICE ADAMS Government Administrator Q3032022 3
DAMITA MARALDOD Government Administrator 02/11/2022 1

== ) - g -
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Completed and Passed Training Detail report

'
Report {)

Completed and Passed Training Detail v i
_ This reports shows completed/passed
Start Date () End Date
= = lessons, videos, recorded classes and
Last Name ilj Email ilj Certiﬁcations.

Number of results: 31 Export to Excel
Name Resource Type

ALICE ADAMS Data Exchange Certification

ALICE ADAMS Managing Accounts Recorded Class

ALICE ADAMS Order Management Certification

ALICE ADAMS Transaction Management Certification

ALICE ADAMS Alerts and Notifications Lesson

ALICE ADAMS Alerts and Notifications Video
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Find contact information

Reauest Stats ducve \AJalcome to Access Online ALICE ADAMS

System Administration Your last login was 05/06/2019 Language Selection:
Account Administration
Event Driven Notification American Eng”sh W

Order Management

Transaction Management MEESEQE Center

Account Information Message(s) from Access Online
Reporting

Data Exchange
My Personal Information

Quick Links
Manage Home Paage Settings

Home

Email Center

Contact Us

Training

Government Services
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U.S. Bank contacts

Additional Training —
Contact: Leslie Massey, 1-805-781-7255, |eslie.massey@usbank.com

CPS Public Sector Client Services Day to day program administrator support, including:
1-877-846-9302, option 3 * Account maintenance/inquiry
CPSPublicSectorClientServices@usbank.com e Access Online reporting

 New managingaccount builds
e Cardissuance
* General questionsand support

Olga Huseth Consultation and support for the following:
612-436-6186 * Program reviews
Olga.Huseth@usbank.com * Product updates

* Mergers/acquisitions
* Contracts/rebates
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Next steps




