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Webinar tips A Mute microphones if using

A Do not put us on hold

A Expand/contract view: use full screen icon |

A ESC key to exit full screen mode |

TIP: Write them down!

Ask questions at any time. @
o
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Learning objectives

At the end of this session, you will be able to:

View transaction information

Vv

< < < <

Navigate to the transaction list

Filter the list of transactions

Attachreceipt, reallocate, submit disputes
Set up statement notifications

Locate resources for transaction information

Run standard reports

Vv

< < <<

Describe an overview of reporting in
Access Online

Set up and run standard reports
Schedule reports

Locate reports in Data Exchange
Locate resources for reporting



Transaction data and receipt retention

Transaction data, including receipts, are available for viewing and

reporting as follows:

A Transaction data and receipts: For 12 past cycles plus the current

cycle through the Transaction Managemanta
A Transaction data: For 24 months by looking at statements

A Transaction data and receipts: For 72 months (6 years) after the |a

transaction or payment was madehrough Reporting

A For longer periods after 6 years, make a request to the bank



Navigate to the transaction list
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Ewent Driven Notification
s e
Transaction Management
Booouot loforootion
Reporting

My Personal Information

Navigate to

Home
Contact Us

Training

Transaction

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

your browser back button will

\kick you out.

J

Past 10 transactions

Client Training | Confidertial

Welcome to Access Online PAULINE WILLIAMS PRUITT
iour last login was 07/2472017

Message Center
Message(s) from Access Online

Click Transaction Management

Purchasing Quick Links

Manage Home Page Settings
Acct#/Name: 5132 PAULINE WILLIAMS PRUITT Account Alerts
Account ID: 002551324043 Manage Contact Information
Account Status: Open Manage Email Notifications
Current Balance: @  $0.00 Card balance Run Transaction Detail Report
Credit Limit: @ $2,500.00 View All Statements
Available Credit: @ $2,500.00 View Last Cycle Transactions

View Open Transactions

Last 10 Transactions Posted

Posting Date Merchant Amount . .
Helpful quick links

05/26 GRAYBAR ELECTRIC $385.00

05/22 UNIVERSAL RADIO INC $32.90

05116 DELL MARKETING L P. $224.57

05115 CTI TRUCK SERVICE INC. $255.36

05115 CTI TRUCK SERVICE INC. $7,463.15

05/15 CTI TRUCK SERVICE INC. $2,800.00

05/14 BEST BUY 00009746 $162.00

05/13 DELL MARKETING L P. $2,393.61

05/09 MOUSER ELECTRONICS DSB $8.58

05/08 HARRISON CRANE SERVICE $350.20

© Information




Navigate to your transaction list

Event Driven Notification
Order Management

Transaction

Management

* Transaction List
Account Information
Reporting
My Personal Information

Transaction Management

Transaction List Click Transaction List

Home
Contact Us

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

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

Links quickly take you to pre-filtered
View Pending Transactions

Presents the pending transactions list.

views of transactions

View Unmatched Transactions
Praesents the unmatched transactions list.




Transaction Management
Card Account Summary with Transaction List

View the card summary e ]

Card Account ID: D02551324043

| Create | Manage JaTeansiist) |

-1 Card Account Summary

and tl’ ®! Summary of the card account

Account Number: @ ..5132

Account Name PAULINE WILLIAMS PR Click the menu for the Billing Cycle Close Date
Billing Cycle Close Date : |Open v Print Account Activity

Total Transactions: $13,719.59 8 Final Approved Transactions: $0.00 )

Reallocated Transacfions $0.00 0 % Final Approved Transactions: 0.0% 0.0%

% Reallocated Transactions 0.0% 0.0%

® Open Account

Search or filter the transaction list [+l Search Criteria Retum o top

-1 Transaction List Return to top

Records 1-30f 8

Check Al Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount Detail ¢ Purchase IC
o q . w e 4 Date Date

Transaction Listi work 0 Pending 05/23 0526  GRAYBAR ELECTRIC CLAYTON, MO $388.00 55132
. . 0 @ Pending 05/21 0522  UNIVERSALRADIOING ~ REYNOLDSBURG, OH  $32.00 55132
with transactions here O Pending 05/14 0516  DELLMARKETINGLP.  800-727-1100, TX $224 57 55132
O Pending 0543 0515  CTITRUCK SERVICE INC. OKLAHOMA CITY, OK  $255.36 55132

0 Pending 0543 0515  CTITRUCK SERVICE INC. OKLAHOMA CITY, OK  $7,463.15 55132

0 Pending 0543 0515  CTITRUCK SERVICE INC. OKLAHOMA CITY, OK  $2,800.00 55132

0 Pending 05/02 0514  BEST BUY 00009746 RICHFIELD, MN $162.00 55132

O Pending 05/11 0513  DELLMARKETINGLP.  800-727-1100, TX $2,393.61 55132

@ Disputed > Matched 4 Exception &+ Reallocated @, @ Trans Detail Level [jUpload

Check All Shown | Uncheck All Shown

Records 1-8of 8
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Filter by billing cycle

Transaction Management
Card Account Summary with Transaction List

Card Account Number: **====5432 PALLINE WILLIA
Card Account ID: 002551324043

Usually, you will be approving either the open

| Create | Manage ] » Trans List | transaction or ones from the previous cycle. Up to

14 cycles display here.

[-1Card Account Summary

Account Number: ®..5132 Outstanding Orders: $0.00 0
Account Name: PAULINE LIAMS PRUITT Unmatched Transactions: $35,456.55 39

— Onen p - ..
urusiZun s

Total Transactions: $13,719.59

Reallocated Transactions: $0.00 .
%, Reallocated Transactions: 0.0% Select the recent past cycle and click Search

® Open Account

Client Training | Confidertial



Filter the list using search

Return to top

Transaction Amount: Purchase ID:

Approval Status:

(Al v] s | |

| Al

Pull Back Eligibility: Order Match Status:
| V] [Al V]

Disputed Transactions: Reallocated Transactions:

| v
Display Transactions per page

m Reset & Search with Defaults

Client Training | Confidertial

Advanced Search See more search fields.

Use the Approval Status drop-down

menu to filter the list by status. This

helps you quickly identify which

transactions you still need to approve.
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Transaction list

-1 Transaction List Return to top

Records 1- 25 of 44

Page: 1|2

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State
® 4 Date Date

O Pending 02/05 02/09 RTD OPERATION DENVER, CO
O Pending 02/06 02/07 ANC PEOPLE MOVER BUS 4 ~ ANCHORAGE, AK
] Pending 02/05 02/07 INDY GO INDIANAPOLIS, IN
m} Pending 02/06 02/07 THET FORT WORTH, TX
O Pending 02/05 02/06 DART STORE DALLAS, TX
0 Pending 02/05 02/06 DART STORE DALLAS, TX
0 Pending 02/05 02/06 DART STORE DALLAS, TX
0 Pending 02/05 02/06 DART STORE DALLAS, TX
m} Pending 02/05 02/06 DART STORE DALLAS, TX
O Pending 02/05 02/06 DART STORE DALLAS, TX
] Pending 02/05 02/06 DART STORE DALLAS, TX
m} Pending 02/05 02/06 RTD OPERATION DENVER, CO
O Pending 02/05 02/06 RTD OPERATION DENVER, CO
O Pending 02/05 02/06 RTD OPERATION DENVER, CO
0 Pending 02/05 02/06 RTD OPERATION DENVER, CO
0 Pending 01/23 01/25 LAKETRAN TEL4403501000, OH
m} Pending 01/22 01/25 METROCARD EXTENDED SAL 888-345-3882, NY
O Pending 01/22  01/25 METROCARD EXTENDED SAL 888-345-3852, NY
m| Pending 01/22  01/23 CITY OF ALB-TRANSIT ALBUQUERQUE, NM
m} Pending 01/22 01/23 CITY OF ALB-TRANSIT ALBUQUERQUE, NM

@ Disputed ¢ Matched 4 Exception @+ Reallocated @, @ Trans Detail Level

Client Training | Confidertial

| Uncheck All Shown

Amount

$215,424.00

$10,000.00
$20,000.00
$25 500.00
$3,200.00
$77,520.00
$2,350.00
$22,390 00
$22,890.00
$99,940.00
$5,670.00
$46.404.00
$12,555.00
$972.00
$2,000.00
$5,925 00
$21,160.00
$60,000.00
$5,320.00
$4,360 00

CR

CR
CR

& Reallocation Locked | Upload

Detail ‘¢ Purchase ID

71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485

(s

Attachment Comments Accounting Code

999999999777 7|7775555(5
9999|999997777|7775555]5
99999999977 77|7775555(5
9999999997 777|7775555(5
9999|999997777|7775555(5
9999999997 777|7775555]5
9999999997 777|7775555(5
99999999977 77|7775555(5
9999999997 777|7775555(5
9999|999997777|7775555|5
99991999997 777|7775555(5
9999199999777 7|7775555(5
9999|999997777|7775555(5
9999999997 777|7775555(5
9999|999997777|7775555]5
9999999997 777|7775555(5
99991999997 777|7775555(5
9999|999997777|7775555]5
9999999997 777|7775555(5
Multiple

11



Do not forget additional pages!

-1 Transaction List Return to fop

Records 26 - 27 of 27
Fage: 1|2

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State
© e 4 Date Date
O Pending 02112 0214 CDW GOVERNMENT TEL8474196132, IL
O Pending 02/08 0212 SAL TNKFAA SAN ANTONIO, TX

® Disputed O Matched A Exception @ Reallocated @, @ Trans Detail Level [j Upload

Check All Shown | Uncheck All Shown

Records 26 - 27 of 27
Fage: 1|2

Mass Reallocate Match to Order Pull Back

Client Training | Confidertial

Amount

§37.00
$141.67

Detail ¢ Purch

71543
71543

12



Viewing transaction details

Client Training | Confidertial

13



View a transaction

Client Training | Confidertial

Transaction Management
Card Account Summary with Transaction List

Card Account Number: ====*===*5132 PAULINE WILLIAMS PRUITT
Card Account ID: 002551324043

| Create | Manage J2Transist) |

-1 Card Account Summary

Account Number: ®..5132 Outstanding Orders $0.00 o]
Account Name PAULINE WILLIAMS PRUITT Unmatched Transactions: $35,456.55 39
Billing Cycle Close Date: |Open . m

Total Transactions: $13,719.59 g Final Approved Transactions: ~ $0.00 a
Reallocated Transactions: $0.00 0 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions 0.0% 0.0%

® Open Account

1+] Search Criteria Return to fop
-] Transaction List Return to fop

Records 1-30f 8

Check All Shown | Uncheck All Shown

Select Status Approval Status Match) Trans| Posting Merchant City/State Amount
= 4 | Date | Date
O Pending 05/23 | 05/26 GRAYBAR ELECTRIC CLAYTON, MO $388.00
O @ Pending 05/21 F05/22 UNIVERSAL RADIO INC REYNOLDSBURG, OH $32.90
O Pending 05/14 | 05/16 DELL MARKETING L.P 800-727-1100, TX $224 57
] Pending 05/13 F05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK  $255.36
] Pending 05/13 | 05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK  $7,463.15
O Pending 05/13 F 05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK  $2,800.00
O Pending 05/02 F05/14 BEST BUY 00009746 RICHFIELD, MN $162.00
O Pending 05/11 F05/13 DELL MARKETING L.P 800-727-1100, TX $2,393 61

@ Disputed > Matched 4 Exception @+ Reallocated @, @ Trans Detail Level () Upload

Check All Shown | Uncheck All Shown

Records 1-2of &

Mass Reallocate Match to Order Pull Back

Detail ' Purchase IC

55132
55132
55132
55132
55132
55132
55132
55132
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Transaction Management
Transaction Detail

V . d . |
I eW e t al S I Card Account Number: *=**=**5132, PAULINE WILLIAMS PRUITT ]

Card Account ID: 002551224043

[ Coso | Morpae ] Tete] |

Transaction Summary

Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail e F ID & A i
05/23 05/26 GRAYBAR ELECTRIC CLAYTON, MO 388.00 55132 0 9999999
(0 Dispuied () Matshed L Excepton (a% Resllocsied || Uplosd |

Summery | Mstch | Allocsions | User Line tems. | Comments | Approval istory | Client Dt | Custom Fiels ||

The Summary tab Snows nigh-ievel transaction 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: 031738
Sales Tax: 0.00 Extract Date(s) ‘
Freight: 46.34 Most Recent Standard
Financial Extract:

Merchant General Ledger Extr; = Di ted Matched E i % Resll ted Upload
Name: GRAYBAR ELECTRIC  Payment Extract: @ =y C:) = n XeEpHan - (A selioeate @ ploa
City, State/Province:  CLAYTON, MO
Transaction Type: MASTERCARD MC Currency

PURCHASE Billing Currency: Summary I/ Match r Allocations r User Line ltems r Comments r Approval History r Client Data I/ Custom Fields
MCC Code: 5065 Source Currency:
MCC Description: WHOLESALE ELEC Source Currency Anf . ) i .

PARTS The Summary tab shows high-level transaction information.

- The review status cannot be changed because the review day limit has been reached.
Dispute Sales Draft Requests T
* none

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

[+ Dispute History

Client Training | Confidertial 15

=< Back to Transaction List



Attach a receipt/document

Client Training | Confidertial
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Attach a document

Transaction Management
Card Account Summary with Transaction List

Card Account Number: **********4680, AMANDA TOMAS
Card Account ID: 172246609071

I-1Card Account Summary

Account Number: @ ..4660 Quitstanding Orders: $0.00 0
Account Name AMANDA TOMAS Unmaiched Transactions $282,960.46 388
Note: Includes unmatched portion of
partially matched transactions.

Billing Cycle Close Date: | 12/16/2016 v W

Total Transactions: 515,469.48 22 Final Approved Transactions: ~ $0.00 0

Reallocated Transactions: $0.00 0 % Final Approved Transactions: 0.0% 0.0%

% Reallocated Transactions: 0.0% 0.0% Cl k th I .

© Open Account IC e paper Cc |p Icon
+] Search Criteria Return to top
HT ion List Return to top

Records 1-22 0f 22

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount Detail © Purchase ID ® Attachment Cg
® ® @ 4 Date Date
[m] Pending 07/28 08/04 CODALE ELECTRIC #5 T75-748-4900, NV $2,038.69 @ & P-CARD n B/
O Pending 07/28 08/04 CODALE ELECTRIC #5 T75-748-4900, NV $810.96 @ & P-CARD 1]
[m] Pending 08/01 08/04 FEDEX 10544077 800-4633339, TN $25.70 @ e 10944077 0 |
O Pending 07/27  08/01 MCMASTER-CARR 630-8349600, IL $13.41 @ & 0227JCOQUILLARD U]
O Pending 07/28 08/01 ALLIED ELECTRONICS INC 800-433-5700, TX $19.06 @ &> NONE 0
O Pending 07/28 08/01 WIRECARE 973-300-9782, NJ $2,505.00 @ & VPEABABCBCEA 0
[m] Pending 07/28 08/01 WIRECARE 973-300-9782, NJ $2,790.00 @ & VQEA8B19B172 il

® Reviewed @ Disputed > Matched A Exception @+ Reallocated @, @ Trans Detail Level [j Upload Attachments

Check Al Shawn | Uncheck ANl Shown

Records 1-10f 1

Reallocate Mass Reallocate Change Review Status Pull Back

Client Training | Confidertial



Click to add a document

=] S b

Cha WA Us  Leave Manage Afiachmants  Log Out

Transaction Management

TraneDsts | PostingDats | Merchant City, stete/Provincs | Amount
001 |:9-c' |;\ma:ulll-!klym:zpum Amzn comBil, WA £247.35

Manage Attachments

Plaase add or dalete attachments. Crly PNG, JPG or PDF files are lowed

Add Attachment

AYou can attach a PNG, JPG, or PDF file to a transaction.
AThe system converts all file types to a PDF after upload.
ANo limit to number of attachments per transaction.

AMax size is 5MB for all files included

Client Training | Confidertial

Click Add Attachment.

Your computer may allow

you to drag and drop

documents here.

18



Search and select document

= & [

Cha WA Us  Leave Manage Afiachmants  Log Out

Transaction Management

Trane Dats eling-Rala——Macshank - -
B (i 3 -
! “ | & Choose File to Upload x
— v « CPS-.. » AO_AccessOnline_InfoToShareForDem... v Q|  Search AO_AccessOnline_Info.. 2
Manage Attachments
Plasea add or delats stiachme Organize ~ New folder = ~ in'| o
Name Date modified Type Size
# Quick access
= ABC Company - Managing Account State..  11/29/2017 5:08 PM  Adobe Acrobat D..
m Desktop
%] CH_PA_TransactionManagement_Blue.pdf 11/1/2017 2:220 PM Adobe Acrobat D... 6,4
Camtasia Videos 2
. = Katy Abels - CH Statement - 11_05_2017...  11/29/2017 5:04 PM Adobe Acrobat D...
Training | sampleReceipt-BajaSol-Lunch.pdf 10/31/2017 12:14 .. Adobe Acrobat D...
GSA SmartPay 3 ) USB-SnapOnDrill-ApprovedAllocationRe..  11/1/2017 517 PM Adobe Acrobat D...
GSA 2019 |&] YinThaiKitchen-ReceiptExample.jpg 4/3/2018 9:49 AM  JPG File
RMS-NHC
=~ kahast (\\US.BAM
= This PC Locate the document and
¥ Network .
ApEn
<
File name: | YinThaiKitchen-ReceiptExamplejpg V‘ Custom Filesf#®peg;*jpg;*.pdf? ~

Client Training | Confidertial



Attached document preview

Transaction Management

TranaDats | Fosting Dats

Merchant ciy, stetelFrovinca | Amount
] 94 | Amazon Miiplace Prrts | Amzn.camyBill, WA £247.35

W 0.22MB

®l

Images 1-3 of 5

Add Another Attachment

[ o | Click link to add additional

attachments.

Client Training | Confidertial

0.12MB
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Transaction list shows attachment

selgct Status Approvel Sistus Match Trame Posfing Merchant Cltyi state: Amount Defall ** Trane Unigus ID Purchase 1D *  attachment (i} Comments Accounting Code (i}
@ wa Date Date

o Pending QB2E 0904  LLS. WIPING MATERIALS 1111111111, MO $25008 @ s D1425162B07475732019-00.0400000 467337 i 4444 IHARA|10ZID

[n} Pending 0801 0804 WW GRANGER B7T-2022584, PA $138.39 o e 01425162807475732019-09-0400008 051230542 a (10230

[n] Pending OB/28  09/04 WW GRANGER B7T-2022584, PA $550.83 o e 01425162807475732019-09-0400007 051199357 a 4444|333B6S| 10230

D1425162807475732019-09-0400005  102-4579382-01122 &+

o as01 SPECIALFED PRODUCTS CO. B17-326-5647, TX 52,986.98 @ ke D1425162ZB074757I2N9090400003 (22813

o Pending Q822 0904  SHRED [T WASHINGTON 9058242794, MD 313800 @ e D1425162B07475732019-05-0400002 28501043 10230
o Pending QBZE 0904  WINEGARDNER MOTOR COMPANY LEONARDTOWN, MD  $109.13 i 01425162807475732019-08-0400001 4444|33HARA 10230
o Pending 0801 0901 ULINE “SHIP SUPPLIES B0D-235-5510, IL F186.30 @ e D1425162B07475TI2019-09-0100006 PETER 4444/ X3ARE 10230
o Pending 0m01 0901 ULINE “SHIP SUPPLIES B00-235-5510, IL 341720 @ i D1425162B07475732019-00.0100005 PETER 4444 3IHARA|10ZID
o Pending 0801 0901 ULINE “SHIP SUPPLIES BOD-235-5510, IL $157.50 @ @ D1425162807475732019-05.0100004 PETER 10230
o Pending QBZ7 0801  BUSINESS AIRCRAFT CONSUMA 6153565191, IL §12226 a e FETER GIESER 4444] 10230
o Pending QB2E 0901  PAYPAL LIGHT BULBS 4025357733, NC 341520 @ 0142518 10730
u] Pending QBZE 0901 NEWARK US 00000109 TPR-DOTST4O, IL 332168 @ e D142518 444433 HARA|10Z30
o Pending QBZ7 0828 DS WATERS STANDARD COFFEE  BOD-4928377, GA $761.52 @ D425 10230
o Pending QBZE 0828 ULINE “SHIP SUPPLIES BOD-Z35-5510, IL 54750 @ e 0142518 AttaChme nt 4444/ 3IHARA|10TID
o Pending QB2E 0828 LILINE “SHIP SUPPLIES B0D-235-5510, IL $70350 @ o D425 10230
o Pending QW27 0828 SYN'GLOBALINDUSTRIALEQ B00-545-2968, FL 324620 @ 014251 4444|3THARA| 10230
o Pending OBZT 0828 GAGE CRIB WORLDWIDE NG 616-854-6561, M1 524000 @ e 0142516 4444/313R8110230
o Pending QB25 0827  MCMASTER-CARR E30-E349600, IL §1322 @ D142518 4444 IHARA|10ZID
o Pending QB26 0827  SOL*SNAP-ONNDUSTRIAL B7T-740-1900, GA sazgg @ e D142518 10230
o Pending QW25 0827  DAMIELS MANUFACTURING 407-B55-6161, FL $3a1.14 @k 0142518 444433 38E8| 10230
o Pending QB25 0827  FIBER OPTIC CLEANER BOD-TAI4ENT, IN $507.55 @ e 014251 10230
o Pending QW25 0826  STANLEY SUPPLY & SVCS 1111111111, MA 34275 @ D142518 4444|3THARA|10Z30

@ Reviewed 3 Disputed (- Matched & Exception @ Reallocated ), @ Trans Datal Level s Includsd in Exract (j Upload Astachments £ Attachrment
Stech ) S | Alrchack 40 Steren

Fiseends 1 - 6 o 89
Prages 11213

(G I I — )

Client Training | Confidertial



Dispute a transaction

Client Training | Confidertial

22



Transaction

date link

As a best practice,

contact the merchant

first to resolve an issue.

Client Training | Confidertial

Transaction Management
Card Account Summary with Transaction List

Card Account ID: 002551324043

I Card Account Number: ==**=*5132, PAULINE WILLIAMS PRUITT l

I-1Card Account Summary

Account Number ® 5132 QOutstanding Orders $0.00 0
Account Name PAULINE WILLIAMS PRUITT Unmatched Transactions: $35,456.55 39
Billing Cycle Close Date: |Open . m

Total Transactions: $13,719.59 g Final Approved Transactions:  $0.00 0
Reallocated Transactions $0.00 0 % Final Approved Transactions: 0 0% 0.0%
% Reallocated Transactions 0.0% 0.0%

® Open Account

1+ Search Criteria Return to top
-1 Transaction List Return to top

Records 1-30f 8

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount
© 4 Date Date
[m] Pending 05/23 | 05/26 GRAYBAR ELECTRIC CLAYTON, MO $388.00
O ® Pending 0521 05/22 UNIVERSAL RADIO INC REYNOLDSBURG, OH $32.90
[m] Pending 05/14 05/16 DELL MARKETING L.P 800-727-1100, TX $224 57
m] Pending 05113 0515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK  $255.36
O Pending 0513 05/15 CTITRUCK SERVICE INC. OKLAHOMA CITY, OK  $7,463.15
m] Pending 0513 05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK  $2,800.00
O Pending 05/02 0514 BEST BUY 00009746 RICHFIELD, MN $162.00
O Pending 05111 0513 DELL MARKETING L.P 800-727-1100, TX $2,393.61

@ Disputed (> Maiched 4 Exception @ Reallocated @, @ Trans Detail Level |j Upload

Check All Shown | Uncheck All Shown

Records 1-30f 8

Reallocate Mass Reallocate Match to Order Pull Back

Detail ‘©* Purchase IC

55132
55132
55132
55132
55132
55132
55132
55132
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Dispute

Transaction Reference Information (i)
Date: 05/23/2019 Billing Cycle: Open
Purchase ID: 55132 Posting Date: 05/26/2019
. Total Amount: 388.00 Reference Number:  55457375357279017625069
S e I e Ctl O n Memo Post: (i) Yes Authorization Number: 031736
Sales Tax: 0.00 Most Recent Extract Dates
Freight: 46 34 Financial Extract:
General Ledger Extract:

Merchant Payment Extract:
Name: GRAYBAR ELECTRIC
City, State/Province: CLAYTON, MO Currency
Transaction Type: MASTERCARD MC Billing Currency: U.S. Dollar

PURCHASE Source Currency: U.S. Dollar
Merchant Category Code Source Currency Amt: 388.00
(MCC): 5065
MCC Description: WHOLESALE ELEC

PARTS

* none
Dispute Sales Draft Requests (i)

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

™ Dispute History

Client Training | Confidertial



Select a dispute

reason

Client Training | Confidertial

Transaction Management For fraud, contact the bank!
Select a Dispute Reason

The definition of a fraud transaction is defined as third party unauthorized use of a
card. If the transaction in question is fraud, please go to Contact Us for the customer
support contact information

The definition of a dispute transaction is defined as a disagreement between the
merchant and the cardholder where the cardholder is asking for their Issuer's
assistance.

Card Account Number; *==*=====5130 PAULINE WILLIAMS PRUITT
Card Account ID: 002551324009

Trans Date Statement Date Merchant Amount Reference Number
05/23/2019 GRAYBAR ELECTRIC 388.00 55457375357279017625069

Select a dispute reason from the list below. If you need more information about this
transaction, you may request a copy of the sales draft.

o Unrecognized transactions should be treated as fraudulent transactions. If
you don't recognize a charge, please call 1.800.523.9078.

My account was charged for this transaction and...
Reason Additional Items Required
O Merchandise Returned
...l have not received credit for the returned merchandise.
O Merchandise Not Received
...l have not received the merchandise.
O Services Not Received

...I have not received the services.

25



Defective Shipped

Cancelled - Recurring Transaction

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

.| had cancelled the purchase.

Transaction Posted to Closed Account - Recurring Transaction

...this account has been closed. This is a recurring transaction such as a monthly service.
Transaction Posted to Closed Account

...this account has been closed.

Defective - Shipped/Returned

_.the shipped merchandise | received was defective. The merchandise has been returned to the merchant.

Defective - Shipped

_..the shipped merchandise | received was defective.
Defective

...the merchandise | received was defective.

Other

_..none of the above reasons fit my need to dispute this transaction.

Client Training | Confidertial

Print, Copy of Shipping Invoice

Print, Copy of Shipping Invoice
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S p e C I fy Dispute Reason: Defective - Shipped

Card Account Number: *======***5132 PAULINE WILLIAMS PRUITT
Card Account ID: 002551324008

=, =
Trans Date Statement Date Merchant Amount Reference Number
a I I O I l a 05/23/2019 GRAYBAR ELECTRIC 38800 55457375357279017625069

Defective - Shipped
My account was charged for this transaction and the shipped merchandise |

Information

This dispute reason requires a copy of the shipping invoice. After completing this
form, click "Continue" for a printable version of the form

* = required

Requestor Name:* Requestor Phone Number:*
[PAULINE WILLIAMS PRUITT] L ]

Date Merchandise Was Received:

Received Month:*Received Day:*Received Year:*

Description of How Merchandise was Defective:*

Date of Merchant Contact:

Contact Month:*Contact Day:*Contact Year:* Name of Merchant Contact:”

[V L v [ ¥ |

Merchant Response:*

Comments:

=< Back to Select a Dispute Reason

Client Training | Confidertial



Disputed transactions

-] Transaction List

Return to top

Records 1-30of 8

Check All Shown | Uncheck All Shown

Select Status Approval Status Match

®
Pending
@ | Pending
Pending
Pending
Pending
Pending
Pending
Pending

»

oooooooo

O

[

Trans

Posting Merchant

Date
0523
05/21
05/14
05113
05/13
05113
05/02

0511

Date
05/26
05/22
05/16
05/15
05/15
05/15
05/14
05/13

GRAYBAR ELECTRIC
UNIVERSAL RADIO INC
DELL MARKETING L.P.

CTI TRUCK SERVICE INC.
CTI TRUCK SERVICE INC.
CTI TRUCK SERVICE INC.

BEST BUY 00009746
DELL MARKETING L.P.

City/State

CLAYTON, MO
REYNOLDSBURG, OH
800-727-1100, TX
OKLAHOMA CITY, OK
OKLAHOMA CITY, OK
OKLAHOMA CITY, OK
RICHFIELD, MN
800-727-1100, TX

@ Disputed oMatched 4 Exception @ Reallocated @, @ Trans Detail Level [j Upload Attachments

Check All Shown | Uncheck All Shown

Records 1-3of 8

Mass Reallocate Match to Order Pull Back

Client Training | Confidertial

Amount

$388.00
$32.90
$224 57
$255 36
$7,463.15
$2,800.00
$162.00
$2.393 61
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Set up notifications for cardholder statements

Client Training | Confidertial
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Navigate to My Personal Information

Request Status Queue

Active Work Queue My Personal Information

System Administration

A unt Admi ation

Event Driven Nofification (userio: Patacency

Order Management
Transaction Management
Account Information
Reporting
Data Exchange
My Personal
Information
+ Login Information
+ Contact Information
" Backup for Manager Contact Information
Approval Queus
» Manage Account Access Update your user D contact information (
* Manage Favorites
+ Account Alerts = Email Notification

Click My Personal Information
authentication response that will be used when

resetting a password.

= Enhanced Security Preferences

Click Email Notification

Home

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

Email Center

Contact Us

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

= Add Accounts

Training

Government Services

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.

Client Training | Confidertial
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Check your email address

My Personal Information
Email Notification

| user D: PA1AGENCY ]

To receive an email notification, select the specific process and corresponding scenarios, timing or accounts.

* = required

Email Address: *
A ADAMS@ACME.GOV

Check your email address and

Preferred Output Language: * [American English ~| (i) select the language for email

Status Notifications

[J Data Exchange (i)
All
Successful Upload
Unsuccessful Upload
Successful Download

Unsuccessful Download

[ Dispute Status Email Notification
Send notification when the status of my dispute changes.

Client Training | Confidertial
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Select notificatic

Client Training | Confidertial

[] Password Expiration Email Notification
Send notification 10 days and 3 days prior to password expiration.

[J Pending Cardholder’s Transaction Approval
& Daily
Weekly v

[ Pending Approver’s Transaction Approval
& Daily
Weekly: v

Effective Date Maintenance Notification (i)
[“] Send notification when a Merchant Authorization Control (MAC) effective date request fails.
[ Send notification when other types of effective date requests fail (excluding MAC)

Rejected Transaction Email Notification (i)
[1 Send rejected transaction notifications.

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

User ID Accounts

Account Number Account Name Account Type Statement
**1543 CHARLES TEDESCO Cardholder O

Viewed Accounts (Through Assigned Hierarchies) An emall When a statement Is ready IS a great

Add Managing Accounts | Add Cardholder Account reminder to go in and VieW transactions
Account Number Account Name Account Type Statement Actio
1477 JUDY BAHAR  Cardholder Remove

== Back to Personal Information

32



Set up alerts

Request Status Queue

Active Work Queue My Personal Information

System Administration

A unt Admi ation

Event Driven Nofification (userio: Patacency

Order Management
Transaction Management
Account Infermation
Reporting
Data Exchange
My Personal
Information
+ Login Information
+ Contact Information
" Backup for Manager Contact Information
Approval Queus
» Manage Account Access Update your user ID contact information (name, address, phone no., etc.).
* Manage Favorites
+ Account Alerts = Email Notification

Click My Personal Information
authentication response that will be used when

resetting a password.

= Enhanced Security Preferences

Home

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

Email Center

Contact Us

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

= Add Accounts

Training

Government Services

Manage Accounting Code Favorites
Add favorites, enable favorites to be sel locations, and delete

existing favorites. .
2 Click Account Alerts

Account Alerts
Eniroii, view, or updaie your Alert preferences.

Client Training | Confidertial
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Account Alerts

Account Alerts

Alert Destination for All Accounts

Email Address is required for email alerts. Mobile number is required for
text alerts. When you provide a mobile number, we'll send you a text
message that needs to be confirmed within 72 hours.

Email Address Make sure your email

address is correct

Mobile Number (U.S. and Canada only)

To find out if your carrier is supported, Contact Us.

Choose when to receive Event and Purchase text alerts.

Fraud text alerts will still be sent as triggered_ Select when et want

to receive alerts

(®) Receive alerts any time
Specify a time frame for Event and Purchase text alerts
Start Time End Time

8:00 a.m. - 4:30 p.m. = Central Standard Time

Client Training | Confidertial

This displays as Central Time so if you are
in a different time zone, make your
selections carefully. Eastern time is one
hour ahead, Mountain Time one hour

behind, and Pacific time two hours behind

kCentral Time.

J
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Fraud alerts

Select the Fraud Alerts tab

Fraud Alerts4™ Event Alerts Purchase Alerts

Alert Type

Suspicious activity is detected on enrolled accounts

Email Text

[
1

Client Training | Confidertial

Check the box for Email or text
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Know what to do if a transaction is declined

Client Training | Confidertial
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What should cardholders do when a transaction is declined?

Look up the decline reason in the system (if your organization has implemented
the functionality)

Look up

Contact Customer Service using the number on the back of your card or the

Contact Contact Us in Access Online

Contact Contact Program Administrator or Agency/Organization Program Coordinator for
support (they can look up the reason and make an adjustmentin Access Online)

Client Training | Confidertial 37



Account Information/Profile

Tranzaction Mananement

Account Information
+ Statement
= Account Profile

Data Exchange
My Personal Information

Home

Email Center
Contact Us
Training

Government Services

Client Training | Confidertial

O O allo —
ount Profile
Drofile ummary
Card Account Number: ™= =====1477 Switch Accounts

Card Account ID:

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

View Account Profile
View account information 3
Authorization Limits.

. . . gils, Default Accounting Code,
Click Account Authorizations

Account Authorizations
View Account Authorization information such as Request Type, Request Source, MCC, and Transaction
Amount.
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Viewing declines

Cardholder Account Profile
Account Authorizations

Card Account Number: ========1477 JUDY BAHAR Switch Accounts
Card Account ID: 002714774041

Name:
Records 1-2 of 2

Auth Date Auth Time Response Auth Number Type of Request Transaction Amount MCC MCC Description
02/17/2011  04:42 PM ET Approved 074354 Mail/Phn Ord $0.00 5399 MISCELLANEQOUS GENERAL MER
02/17/2011 03:34 PM ET Declined Mail/Phn Ord $0.00 5399 MISCELLANEOUS GENERAL MER

Records 1-20f 2

== Back to Cardholder Account Summary

Click on the time stamp for the declined transaction

Client Training | Confidertial
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Review decline information

Cardholder Account Profile
Account Authorizations

Card Account Number; **======== 1477, |
Card Account ID:

Name:
Auth Date: 02/17/2011  Auth
Auth Time:03:34 PM
Response: Doge®

MCC:

Transaction Amount:$0.00

Decline | Account | Merchant | Parent | Diversion | Frogess |

View the Decline tab

5399

e of Request: Mail'Phn Ord MCC Description:MISCELLANEQUS GENERAL MER

The Request was declined due to 0805 Exceeded account single trans limit
The Request was declined at the INDIVIDUAL

The velocity type for the decline was NOT DECLINED FOR VELOQCITY
The following reasons would also have declined the request:

1. 0805 Exceeded account single trans limit

== Back to Account Authonzations

Client Training | Confidertial

Find the decline reason
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Common

decline reasons and what to do

Decline code Reason What cardholders can do
CRV status Cardis not activated Activate card

MCC Code declined Blocked merchant Contact Program Administrator to

unblock the merchant

Invalid account Merchant entered incorrectip, Make sure merchant has correct
expiration date, or CVV number information¢ thenrun the
transaction again

FR status (Fraud Referral) Transactionis suspected of bein Call CustomeService and let them
fraudulent (sometimes when zip know the transactionis valid
is entered incorrectly)

Not enough available mone' Thecard has reached either the Contact Program Administrator
individual or managing account
limit

Exceeded single purchase The transaction exceeds the sin¢ Contact Program Administrator
limit purchase limit

Client Training | Confidertial
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Decline codes and reasons for chip cards

Chip Decline Reason Code  Definition What should be done?

Code

Transaction was ran eine and Request merchant to run transaction

AR Invali 1 . .
QC Invalid 088 needs to be run otine. again.
. .. Retrytransaction, if decline still persig
ATC Incorrect 0145 CV.V _embedded inthe chip is r refer Merchant to contact Merchant
verifying. . .
Services or swipe card.
Exceeds PIN Limit 0114 pardmember entergd PIN Refer to Solution Advisors for PIN
incorrectly multiple times. counter reset.

Retry transaction, if decline still persig

Application Trans Merchant terminal is sending

. 0882 . refer Merchant to contact Merchant
Counter Invalid incomplete data. . .
Services or swipe card.
. . Retry transaction, if decline still persig
. Merchan runcatin ’
Invalid ICVV 0162 erchantis truncating data refer Merchant to contact Merchant

sent. . :
Services or swipe card.

Retry transaction, if decline still persig
refer Merchant to contact Merchant
Services or swipe card.

Merchant is removing card fror

Invalid Card Verification 0125 i )
terminal too quickly.

Client Training | Confidertial



Use a Mobile App for transactions

Client Training | Confidertial
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You MAY have access to a Mobile App

DOWﬂ |Oad the app - not all clients have access or use one

1. Download the app to your supported Apple or Android mobile device
2. Have your Organization Short Name (OSN) available

3. Login using your existing User ID and password or click the Register Online link from the launch page in the appanées aformation to sel

register for a User ID

Download on the GETITON
[ App Store " Google Play

Client Training | Confidertial
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View your transaction list

View the transaction list.

. . . . Click a transaction to view
Click View Transaction List Select an account

My Accounts

View Account Summary

Summary
Select an Account

TEST ANNTESTING-4917

details.

ADMINR022 MM1CARDTE

Declining Balance

Transactions

; 01/10/2020
View Transaction List Declining Balance - Open AXOL-TEST-TSYS TRANS 49
ADMINRO27 MM1CARDTEST-3099 01/10/2020
View Card Information Declining Balance - Open AXOL-TEST-TSYS TRANS 47
ADMINR022 MM1CARDTEST-3040 01/10/2020
PO — Dachiing Bilancatbooa AXOL-TEST-TSYS TRANS 45
y q 01/10/2020
AXOL-TEST-TSYS TRANS 43
Create a Payment Request 01/10/2020
AXOL-TEST-TSYS TRANS 41
View Request Status 01/10/2020
AXOL-TEST-TSYS TRANS 39
01/10/2020
Account Alerts AXOL-TEST-TSYS TRANS 37
01/10/2020
Manage Alert Preferences AXOL-TESTTSYS TRANS 85
01/10/2020
AXOL-TEST-TSYS TRANS 33
Help
01/10/2020
Logout AXOL-TEST-TSYS TRANS 31

Client Training | Confidertial
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Search the transaction list

Click the search icon Type a merchant name, date,

(magnifying glass) or amount and click Search

Declining Balance

Transactions

01/10/2020
AXOL-TEST-TSYS TRANS 49

01/10/2020
AXOL-TEST-TSYS TRANS 47
01/10/2020
AXOL-TEST-TSYS TRANS 45
01/10/2020
AXOL-TEST-TSYS TRANS 43
01/10/2020
AXOL-TEST-TSYS TRANS 41
01/10/2020
AXOL-TEST-TSYS TRANS 39
01/10/2020
AXOL-TEST-TSYS TRANS 37
01/10/2020
AXOL-TEST-TSYS TRANS 35
01/10/2020
AXOL-TEST-TSYS TRANS 33

01/10/2020
AXOL-TEST-TSYS TRANS 31

Search by Merchant, Date
or Amount

trans 45

Search

Client Training | Confidertial

Click a transaction to view

details

Declining Balance

Transactions

2 results for: 'trans 45'

01/10/2020
AXOL-TEST-TSYS TRANS 45

12/106/201Y
AXOL-TEST-TSYS TRANS 45

46



Click the sort icon

MINR022 MM1CARDTEST-3040

Declining Balance
Transactions

01/10/2020
AXOL-TEST-TSYS TRANS 49

01/10/2020
AXOL-TEST-TSYS TRANS 47

01/10/2020
AXOL-TEST-TSYS TRANS 45

01/10/2020
AXOL-TEST-TSYS TRANS 43
01/10/2020
AXOL-TEST-TSYS TRANS 41

01/10/2020
AXOL-TEST-TSYS TRANS 39

01/10/2020
AXOL-TEST-TSYS TRANS 37
01/10/2020
AXOL-TEST-TSYS TRANS 35

01/10/2020
AXOL-TEST-TSYS TRANS 33

01/10/2020
AXOL-TEST-TSYS TRANS 31

Client Training | Confidertial

Sort the transaction list

Select a way to sort the

transactions

>

Sort By

Date - (newest first)

Date - (oldest first)

Amount - (highest to lowest)

Amount - (lowest to highest)

Merchant - (Ato Z)

Merchant - (Z to A)

Click a transaction to view

details

ADMINR022 MM1CARDTEST-3040 >

=)

Declining Balance
Transactions

01/10/2020
AXOL-TEST-TSYS TRANS 49

01/10/2020
AXOL-TEST-TSYS TRANS 45

01/10/2020
AXOL-TEST-TSYS TRANS 43

01/10/2020
AXOL-TEST-TSYS TRANS 41

01/10/2020
AXOL-TEST-TSYS TRANS 39
01/10/2020
AXOL-TEST-TSYS TRANS 37

01/10/2020
AXOL-TEST-TSYS TRANS 35

01/10/2020
AXOL-TEST-TSYS TRANS 33

01/10/2020
AXOL-TEST-TSYS TRANS 31

$1.00

$1.00

$1.00

$1.00

$1.00

$1.00

$1.00

$1.00

$1.00

$1.00
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Attach a file

From the transaction
detail, click the attachment

icon (paper clip)

AXOL-TEST-TSYS TRANS
$1.00

Post Date:
01/10/2020

Transaction Date:
01/03/2020

City/State:
RICHFIELD, MN

e ) P

ould be treated as
don't recognize a
078

Client Training | Confidertial

Choose a method

Take Photo

Gallery

Cancel

Take a photo (for
example of a
receipt), or locate the View the attachment,

file from your add another if needed

phoneds

Attachments

01/10/2020
AXOL-TEST-TSYS TRANS
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From the transaction
detail, click the

Dispute button

AXOL-TEST-TSYS TRANS
$1.00

Post Date:
01/10/2020

Transaction Date:
01/03/2020

City/State:
RICHFIELD, MN

( Dispute 7\ 5’

Unrecognized transaction: ould be treate
fraudulent transactions. If you don't recognize a
charge, please call (800)523-9078

Client Training | Confidertial

Select a dispute reason

Select a Dispute Reason
Merchandise Returned
Merchandise Not Received
Services Not Received
Credit Not Received
Cash Not Received
Alteration of Amount

Inadequate Description

Quality of Service

Duplicate Processing

Paid by Other Means

Dispute a transaction in the mobile app

Complete the form

and click Submit

Dispute a Transaction

Quality of Service

ADMINF006 CORPTEST-0076

Merchant: AXOL-TEST-TSYS TRANS
Transaction Date: 01/03/2020
Statement Date: 02/10/2020
Amount: +$1.00

All fields required unless noted as (optional).

Requestor Name:

gytest Yang

Requestor Phone Number:

Comments:

—
(submit)

View the dispute information

on the transaction detail

Cancel by clicking Cancel

Dispute

AXOL-TEST-TSYS TRANS
+$1.00

Post Date:
01/10/2020

Transaction Date:
01/03/2020

City/State:
RICHFIELD, MN

Dispute:

Dispute Reason: Quality of Service
ute Date 02/13/2020

Dispute Status: Unresolved

( Cancel Dispute \)

49



| ocate resources for transaction information

Client Training | Confidertial
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Navigate to Training

Access Online

L] [

Chat With Us Log Qut

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

Home

Email Center
Contact Us
Training 4

Government Services

Client Training | Confidertial

Welcome to Access Online ALICE ADAMS

Your last login was 05/06/2019

Message Center
Message(s) from Access Online

Language Selection:

|American English v|

Quick Links
Manage Home Page Settings

51



Choose learning content

Access Online web-based training

Home My leaming plan  Access Online class registration  WET reporting Welcome, Kelly [+ Log out

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

| |Starttra|n|ng i
Get started: Open this topic for beginner training on Access Online

Save to My learning plan | | )

System setup: Open this topic for training on system setup

Change role: [Commercial Administrator + |

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

Transactions: Open this topic for training on transactions

Filter by type

Lessons Userguides  Videos  Quick references  Recorded classes  Certifications
Lessons

Transaction Managemeant User guides

Transaction Approval Process Videos

Account Approval Process Quick references

Managing and Card Account Rsts Recorded classes

Accounting Code Structure

Accounting Validation Controls

Allocation Rules Engines Announcements cbruary 10, 2022

Enhanced Supplier Information . . .
Training Assignment: We updatedhe site to lst
your organization assign training to . fyou
have assigned training, a pop-up mesXage lets you

Extracts

Merchant Groups and Allocation

Mobile App Select resources called Transaction Know anc gives you inswuctions on CoTglerng
Payment Analytics your training. You can also refer to the
Appl’OV&ﬂ Process Assignment (Cardholder) quick referen

00D o0 o000 oo oooOood

Tax Tables for Canada

Choose:

A Lesson: if you want a chance
to practice clicking through
screens

A User Guide: if you want a
comprehensive, step by step
guide

A Videos: Quick demonstration
of asingle task

A Quick references: Quick steps
of asingle task

A Recorded class: Narrated
explanation and demonstration

A Certifications: Examination
questions providing a

certificate

Enter and search on keywords to

find specific topic resources

Client Training | Confidertial
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Standard reporting overview

Client Training | Confidertial
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Navigate to Reporting

R t Status Qi =
Aetre Work Guene Welcome to Access Online ALICE ADAMS

System Administration Your last login was 03/04/2020 Language Selection:
Account Administration
Event Driven Notification |American English v ‘

Order Management
Transaction Management Message Center

Account Infaormation

. Message(s) from Access Online

Udlad

My Personal Information

. . Quick Links
Home To access the reporting area, click Manage Home Page Settings
Email Genter Reportingon the left navigation pane.
Contact Us
Training

Government Services

Client Training | Confidertial 54



Standard reporting

A The reports you have available
depend on your role, organization
and type of card program.

A You can:

A Choose from over 60 report

templates

{ St SOG LX

Create multiple reports from the

o o

same template

T

Run when you want it

T

Schedule many of them

Client Training | Confidertial

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

N} YSGSN

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.

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.
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Report Scheduler

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

Client Training | Confidertial

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.

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.

Many standard reports and flex data reports can be

scheduled at a frequency you desire.
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Custom 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

Client Training | Confidertial

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.

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.

Custom reports are set up for specific organizations

help with a specific reporting or audit need
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What timing factors should you consider?

A Data builds up to 72 months of history

A Data displayed on reports is from the prior day :-.

A Timeout limit of Access Online is 15 minutes

Note: Popup blockers may prevent reports from opening, so turn

them off when viewing reports.
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Set up and run standard reports

Client Training | Confidertial
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Program Management reports

Client Training | Confidertial
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Navigate to Program Management

Request Status Queue =
Active Work Queue Reportl ng
System Administration Proqram Manaqement 4
A t Administrati 1
Account Administration — ClickProgram Management
o‘r’:“ M""E" ol 't“ on General program management activities and
er Managemen . . .
Transaction Management monitor company policy compliance. - gor Voo
Account Information regu|atory repgrting_
Reporting Financial Management
* Program Management Monitor expenditures, track variances and Administration
- Financial Management ) _— L.
- Supplier Management manage account allocations. These reports allow administrators to support
: ;Z’::;:W?;Tp"a"‘ze system functionality.
- Adminsiration Supplier Management
- User Activity Audit These reports manage supplier relationships,  User Activity Audit Reporting
] ﬁiﬁsg'ghe s support supplier negotiations, and manage Captures user actions taken within Access
- Flex Data Reporting spending by category. Online into a standard report.

= Custom Reports
Data Exchange
My Personal Information

Home Report Scheduler
Email Center View and maintain current scheduled reports.
Contact Us .
Flex Data Reporting
Training

Create and maintain adhoc reports.

Government Services

Custom Reports
Create and configure custom reports.
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Popular reportg, Account Spend Analysis

The Account Spend Analysis re%T

provides the number of
transactions and total amount
spent for each account for the

time-frame | specify.

J

Client Training | Confidertial

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.

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 past due balances and the
number of times past due situations have
occurred.

Allocation Rules Management

Automated Allocation Rules
Summary of allocation rules engines and detail
of their respective allocation rules.
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Popular reportg Past Due
Program Management
4 A ° °

Spend
The Past Due report gives mej Account Spend Analysis
Summary of account spending (excluding
a list of past due accounts for, merchant detail).
the number of days | select. 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 | Confidertial

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 past due balances and the
number of times past due situations have
occurred.

Allocation Rules Management

Automated Allocation Rules
Summary of allocation rules engines and detail
of their respective allocation rules.
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Popular reportg Account Status Change

4 h

The Account Status Change
report provides a list of
accounts with a change of
status. It also shows new

account information.

Client Training | Confidertial

Account Maintenance Effective Dating Activity

Merchant Allocation Rule Sets

Detailed history of effective dated account
maintenance activity.

Account Status Change

An exception report that lists accounts with a
change status of lost/stolen, closed, or re-
opened.

Declined Transaction Authorizations
Declined Transaction Authorizations report
provides details of declined transaction
authorizations information along with related
account and merchant information.

Order File History
History of arder file loading and matching.

Payment Request Approval Status
Summary and detail information for the
approval status of payment requests.

Point of Contact Details
Summary of Point of Contact details including
account information.

Account History - Request Status Queue
History of changes made to Accounts.

Transaction Approval Status
Transaction Approval Status for Cardholder
Accounts.

Summary of merchant allocation rules sets and
detail of associated allocation rules.
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Popular reportg Declined Transactions

4 )

The Declined Transaction
Authorizations report shows
transaction decline

information.

Client Training | Confidertial

Account Maintenance Effective Dating Activity

Merchant Allocation Rule Sets

Detailed history of effective dated account
maintenance activity.

Account Status Change

An exception report that lists accounts with a
change status of lost/stolen, closed, or re-
opened.

Declined Transaction Authorizations
Declined Transaction Authorizations report
provides details of declined transaction
authorizations information along with related
account and merchant information.

Order File History
History of order file loading and matching.

Payment Request Approval Status
Summary and detail information for the
approval status of payment requests.

Point of Contact Details
Summary of Point of Contact details including
account information.

Account History - Request Status Queue
History of changes made to Accounts.

Transaction Approval Status
Transaction Approval Status for Cardholder
Accounts.

Summary of merchant allocation rules sets and
detail of associated allocation rules.

Go to Account Information >
Account Profiles > and then

Account Authorizations to vie

declines as they happen.
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Navigate to the Account Listreport

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.

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 past due balances and the
number of fimas nast due situations have

Administration ClickAccount List

Account List

anagement

Frequently used account level information such Automated Allocation Rules

as open date, last transaction date, single
purchase limit, credit limit, etc.

Client Training | Confidertial

Summary of allocation rules engines and detail
of their respective allocation rules.
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Sneacifv reannrt narameteare date And ctatiiq

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 praCtiC&‘; select Last Maintained Date
Start Date: End Date:
T Range and leave dates blank

Account Information
Account Status:

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

Al Select one or more statuses

Open ~

Closed v

Blank

Account Type:

Cardholder Account | Want to see all closed accounts with outstanding balances?
Method:

Hold down the Ctrl key to make multiple selections. ChooseClosedstatus here and\ccount Detaildelow.
Data Feed e

File ~

Manual
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Sneacifv reannrt narametearc hyne and methnd

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: O Pending Renewal Date Range:
Start Date: End Date:

Defaults to Cardholder, but you can

select Managing or Diversion Account (

All account types

Account Type:

|Cardholder Account V|

Method:

Hold down the Ctrl key to make multiple selections. Defaults to All by Ieaving
Pata Feed the blank at the top
Manual

selected

Client Training | Confidertial

Want to see all the accounts an
Account Coordinator set up for you
through an Excel spreadsheet? Selg

Filehere!

ct
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Select additional detalls

Additional Detail

Selected options allow a dnll-down to additional detail if available.

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

Want to make sure that the correct
Merchant Authorization Controls are in

DOD users can place for your accounts?

Select any additional details

select to include
DoDAACSs
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Additional details in Excel only

Additional Detail
[_] Display Transaction Custom Fields I Display Allocation Detail

[_] Display Transaction Comments Display Merchant Data (Excel Only) (i)

Sometimes additional details are only available in one type of

report output, such as Microsoft Excel.

Report Output
Output Type:

'Excel v|

Client Training | Confidertial
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Report parameterg comments, purged accounts

Account Comments

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

@ No > Select whether to include comments from
O Yes

Most Recent Comments v the Account Profile

Note: Selecting all comments will add

additional content to the report and
alter its existing format. Cardholder accounts purge at 12 months

] whenthey have a V9 or T9 status and at 22
Purged Accounts Display

Select an option to show: Show all accounts, months when they have an Open status andy

[All Accounts v] purged accounts, or have been inactive for that timeframe.

However, information about those accounts

non-purged accounts

still available in Access Onlireportingfor 6
years after the purge date and offline

thereafter by request.
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Select sorting options

Sort Report By

'Account Status v| |Account Name

| [No Sort

® Ascending Order ® Ascending Order

O Descending Order O Descending Order

Account ID
Account Name
Account Number
Account Status

Rlport Output
@]

Select the ordeg ascending

put Type:

or descending

eter Page

Client Training | Confidertial

Billing Type
Product Type
Setup Method
Update Method

In what order do you want information
to appear on the report? You can sorti
by some (not all) of the columns that

display on the report.

Example: Select Account Status first, then Account Name

This will first list all accounts by status, for exangad the open

ones together, all the closed ones together. Then the accounts

be listed by cardholder name.
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Select report output type Report Output types include:

A PDF
Report Output Select an output type. For A Excel
QOutput Type:
\PDE Yp this example, select Excel. A Browser

A Active Report

Output Parameter Page Placement:
Some report types do not have AL

Selection defines the location of the Parameter Page details on the report output.
'End V| output types available.

Reports put the parameters somewhere on the report.

you select PDF output type, you can choose whether

put them at the beginning or end.
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Select a way to group the report Select how you want the data grouped. You dan

Group Report By group by Processing Hierarchy or Account
O Processing Hierarchy Position:* Number or Account ID. If you have Reportin
If selected, a processing hierarchy position is required.
Bank: Agent: Company:  Division: Department: Hierarchies, you can group by Reporting

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

Hierarchy.

@® Reporting Hierarchy Position: *
If selected, a reporting hierarchy position is required.
Bank: Level 1: Level2: Level3: Leveld: Levelb LlevelB: Level7:

| | | || || | | || || | | 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

O Account ID(s)*
If selected, at least one account ID is required. Separate multiple account IDs by a comma and no spaces. C“Ck SearCh fOf' Position ¢

| | Add Multiple

<< Back to Program Management
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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:

Select a level and click Search

Reporting Hierarchy Name:

- Or type a Reporting Hierarchy

Bank: Level 1: Level2: Level3: Leveld4: Level5: Level6: Level7:

Name or levels and click Search

Client Training | Confidertial
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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

[ Bank Level 1
8203 11790
DoD Purchasing Alpha

[] Bank Level 1
8203 11791
DoD Purchasing Bravo

Check All Shown | Uncheck All Shown

PELAILE | T L WL

Accept Hierarchy

<=Back to Account List

Client Training | Confidertial

Level 2
22222

Mission 1

Level 2
222722
Mission 1

Hide All Hierarchy Names

Level 3
33333
Officer A

Level 3
33333
Officer A

Show or hide hierarchy

names

Selecte
No 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.”

archy Position(s)
2

[ Bank
8203

[ Bank
8203

heck All wn | Uncheck All Shown
Records 1-2 of 2

Accept Hierarchy ‘

==Back to Account List

Client Training | Confidertial

Level 1
11790

Level 1
11791

Level 2
22222

Level 2
22222

Show All Hierarchy Names

Level 3
33333

Level 3
33333

Select Position >>

Selected Hierarchy Position(s)
] Bank
8203

[ Bank
8203

Level 1
11790

Level 1
11791

7



Run the report

Group Report By

' Processing Hierarchy Position: *

If selected, a processing hierarchy position is required.

Bank: Agent Company: Division:

Department:

(3058 |
® 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):*

Search for Position or Add Multiple

Level 2
22222

Level 2
22222

e multiple accounts by a comma and no spaces.

[ Search for Accounts

ultiple account IDs by a comma and no spaces.

|

Create Scheduled Report

<< Rark tn Pranram Mananamant
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Level 3
33333

Level 3
33333

Show All Hierarchy Names

Your selected

hierarchies appear
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Excel output

tg2hk (1) - Exce Amborn, Melody L

Draw  Page Layout  Formulas  Data Review View Help IBM Connections ~ ACROBAT  Power Pivot Q Tell me what you want to do

1=
= [‘?‘E’c‘" ARIAL BT - 2 WrapText General - 5‘4 Normal Bad (E-l;m EX i é?:tﬂs“m N '%‘II’ p Q
"B Copy ~ i - = ,
" homrramer | 8 7470010 A BT T B Eenco - $0% 0 58 oo R ool Nl e e gy B i Ve
Clipboard [} Font ] Alignment ] MNumber ] Styles Cells Editing WebEx ~
Al - Jfr | Account Name -
A B Cc D E F G H | J K -
1 |Account Name Short Name Account Number Account ID 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 |ANTHONY CARLISLE CARLISLE ANTHON 7678 "059376783000 OPEN Purchasing Manual Manual
4 MARTIN DANIELS DANIELS MARTIN **5667 "059056673000 OPEN Purchasing Manual Manual
5 PETER EDGARS EDGARS PETER 7736 "059377363000 OPEN Purchasing Manual Manual
6 FRANK GUARDADO GUARDADO FRANK 7702 "059377023000 OPEN Purchasing Manual Manual
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 **7710 "059377103000 OPEN Purchasing Manual Manual
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 **1694 "059376943000 OPEN Purchasing Manual Manual
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

7

GrofSad LOQA F22R FT2N al @Ay3 I yR | NOKAGAyY|R RI (L
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Excel outpuig parameters in columns at the right

DB DC DD DE DF DG DH DI DJ

1 |Client Name Report Date Report Name Date Type Start Date End Date  Account Type Update Method Additional Detail

2 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range - - e Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
3 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
4 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
5 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Detfails, Authorization Limits
6 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
7 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
8 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
9 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Detfails, Authorization Limits
10 |/ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
11 |/ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
12 |/ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
13 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Detfails, Authorization Limits
14 |ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits
15 |/ACME18 CP Organization 2020/03/02 Account List - Summary Last Maintained Date Range Cardholder Account None Account Owner's Information, Account Details, Authorization Limits

Scroll way over to the right on the Excel report to see t

parameters that were chosen for the report
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Administration reports
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Navigate to Administration reports

Request Status Queue == =
Active Work Queus Administration
System Administration
Account Administration
Event Driven Netification

Order Management Accounting Code Structure

Transaction Management X . .

Account Information Information on current configuration of
Reporting Accounting Code Structures, Accounting
+ Program Management Validation Controls and Valid Value Lists.
- Financial Management
= Supplier Management
+ Tax and Cnmpl\ance

Accounting Code Management

S VeSS T

- Report Scheduler
- Flex Data Reporting ° AccHs 3
= Custom Repons SummaEi
Data Exchange . . . . .
My Personal Information Starts configuration summarization with
the Accounting Validation Control.
Home
Email Center

Alternate Accounting Codes
Contact Us Detailed information about Alternate
Accounting Codes.

Training

Government Services 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.

CHENL TTaiiy | CUIIUE! Licl

User Management

System User List
Information about user IDs and associated

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

User List with Account Details
iew of users and accounts within an
htion.
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Accounting Code Management reports

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

- User Activity Audit Reportinj

= Report Scheduler

= Flex Data Reporiing

= Custom Reports
Data Exchange
My Personal Information

Home

Email Center
Contact Us
Training

Government Services

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.

CHENL TTaiiy | CUIIUE! Licl

User Management

System User List
Information about user IDs and associated

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

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

r

| want to review the default
accounting codes on our

accounts!

~N
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Online Registration Management reports

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

- User Activity Audit Reporting

= Report Scheduler

= Flex Data Reporiing

= Custom Reports
Data Exchange
My Personal Information

Home

Email Center
Contact Us
Training

Government Services

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.

CHENL TTaiiiy | LU Ela

User Management

System User List
Information about user IDs and associated

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

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

~N

| want to see if any
cardholders who tried to
register online are locked out

so | can help them get into

the system. )
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User Management reports

Request Status Queue

Active Work Quaue Administration

System Administration
Account Administration

User Management

?T’::S’a“::;:ﬁa stem User List
Account inform N (8 | |Cl6ystem User List Information about user IDs and associated
Reporting g user profile information including a list of user
+ Program Mang hierarchy access and user functional
- Financial Mani )
f:f;'gé”:“;gﬁ:;“;”‘ = Accounting Code Structure Summary entitlements.
Management Starts configuration summarization with System User List with Account Details
+ Administration i . e
- User Activity Audit Reporling the Accounting Code Structure. An overview of users and accounts within an
= Report Scheduler . X X i i
- Flex Data Reporting = Accounting Validation Control organization.
= Custom Reports SummaD{

Data Exchange

My Personal Information Starts configuration summarization with

the Accounting Validation Control.

Home

Email Center Alternate Accounting Codes

Contact Us Detailed information about Alternate
_ Accounting Codes.

Training

Government Services 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.

CHENL TTaiiy | CUIIUE! Licl

4 )

| want to see all the Access
Online users to see who is

active in the system.




Select parameters for the System User List

Request Status Queue == -
Active Work Queus Administration

System Administration System User List
Account Administration

Event Driven Notification . ! . . . . . .
Order Management By default this report will return all results associated with blank fields, unless otherwise noted. To limit
Transaction Management results, enter specific criteria in blank fields.
Account Information

Reporting .

- Program Management *= reqwred

- Financial Management . .

- suppleranagement Report Type Click Summary or Detail

= Tax and Compliance ) )

Management @ Summary O Detail

« Administration
« User Activity Audit Reporting

- Report Scheduler Users Included
; Ef;f;t;:p?f:m Creation Date Range: .
Data Exchange Start Date: End Date: Enter Start and End Dates for when the user profiles wer
My Personal Information
— | = o L created or maintained. Leave them blank to search for A
Last Maintained Date Range:
Email Center Start Date: End Date:
Contact Us [ ]' to l ]'
Training User Status:
Government Services A” &
7 Act :
e Leave it at the default of All or select from
[] Expired
T Failed Self Service the user status types

[] Password Failed
[] To Be Removed
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Continue to select parameters for the System User List

Additional Detail

Selected options allow a drill-down to additional detail if available. H' H
[ Hierarchy Assignments [ Account Assignments [ Contact Information O Profile History 1 DoDAAC Details (Excel Only) SeleCt add|t|0na| detall
O Approver Manager Detail [ Approver Assignments [ Mobile Status O Enhanced Security Status
Sort Report By
[Entitlement Group ~|[No Sort ~|[No Sort ~|[No Sort ~ SeleCt sort OptiOnS
® Ascending Order ® Ascending Order ® Ascending Order ® Ascending Order
O Descending Order O Descending Order O Descending Order O Descending Order
Report Output
Output Type: i
Select output type. For this example, select Browser.

Output Parameter Page Placement:

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

Group Report By

© Processing Hierarcny Positon: * Select to group by processing or reporting hierarchy
If selected, a processing hierarchy position is required. 4*
Bank: Agent: Company: Division:  Department:
3039 || || || || | Search for Position or Add Multiple

O Reporting Hierarchy Position: *
If selected, a reporting hierarchy position is required.
Bank: Level 1:  Level 2. Level3: Leveld: Level 5. Level 6  Level T

3059 64913 parch for Position or Add Multiple

Run Report

LITOLE JLrcuss s

Click Run Report

<« Back to Administration

THTIHL LAy | wUlinuc tics
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Browser output is easy t

Browser output

see and read.

ACME CO 018
Report Date: 03/02/2020

System User List - Summary

Total Number Total Number Total Number Total Number Total Number Total Number Total Number

of of Admin of Failed of Password of of To Be of

Active Locked Self Service Failed Expired Removed Existing

Functional Entitlement Group Functional Entitlement Group Description User IDs User IDs User IDs User IDs User IDs User IDs User IDs
CH CCard Full DO NOT CHANGE 3 0 0 0 0 0 3
CH Fleet DO NOT CHANGE! 2 0 0 0 0 0 2
CH Full DO NOT CHANGE 2 0 0 0 0 0 2

Total Number of Records: 3

End of Report Select all
System User List - Summary / PAIADMIN / 03/02/2020 21:01:49 Page | Print | R Ig ht C | IC k o n the SC ree n t
Read aloud

print the page

Pagel T Jott_ D) (SR o] Search P B
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Browser output controls

0 O
ee the per of page 0 have all page
Use arrows to go
0 e repo D Group Description§igS ol o [ST 1 M0 .
back to the first
0 O a pade o e 0O VO
page, back a page,
0 0 e pPaAdde DE Oll AO
forward a page or
alld J c D O 20 21:01:49 Oug C
| forward to the last
0 AllO
page
Page | | of 951 [y @l]li |» r1]
[ Page 1 Jof1 D] (&b b1 Search]| |88 ] ] |21
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Browser output search

ACME CO 018
Report Date: 03/02/2020

System User List - Summary

Total Number Total Numb
of

ed

Functional Entitlement Group Functional Entitlement Group Description U;:;:tllg)i C | IC k the Aa iCO n Ds) C IiC k the arrOW C | IC k the questio
CH CCard Full DO NOT CHANGE 3

CH Fleef DO NOT CHANGE! 2

Chitlea DONOT CHANCE : to make the button to change § mark button for
Total Number of Records: SearCh f|e|d case the SearCh to hEIp

End of Report

l Type a key word in the Search fiel@ sensitive or not search forward or _
System User List . _ . Click the X to
and click the binoculars icon to case sensitive backward
close the browse

search for something

window

Search
Pagell Jof1 D] (& [ o1 Search]| ‘ | 4] o] 1] |21
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Browser output; click link to view detalls Parameters do not display
a browser output.

ACME CO 018

Report Date: 03/02/2020
System User List - Summary

Total Number Total Number Total Number Total Number Total Number Total Number Total Number

A S -2 O n fa] https://demo2.report.access.usbank.com/ibi_apps/WFServlet?PG_Func=pagehtm|&PG_MRsaved=false&PG_File=afowrvrw.htm
Functional Entitlement Group Functional Entitlement Group Description Use
CH CCard Full DO NOT CHANGE
CH Fleet DO NOT CHANGE!
CH Full DO NOT CHANGE ACME CO 018

Report Date: 03/02/2020
Total Number &Records: 3

System User List - Active Users - Detail

Functional Entitlement Group: CH CCard Full
A A 2 . Functional Entitlement Group Description: DO NOT CHANGE
DMIN / 03/02/2020 21:01:49
C I I C k a Iln k to ' Total Number of Active User IDs: 3
(@) pe N detal IS Accounting Batch
User ID Code Script

User ID User Name Status View User
CHITECARD WALLIN,WILL Active 1 No
CH2TECARD BENEDICT.DON Active 1 No
CH2TEFX BLAND.JACOB Active 1 No

Links to detail are active until abDOUE roui xumber of Records: 3

30 minutes AFTER Access Onlinejs.. utrepor

C | (@) Sed . System User List - Active Users - Detail / PATADMIN / 03/02/2020 21:03:01 Page 1
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Financial Management reports
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Navigate to Financial Management reports

Request Status Queue

Active Work Queue Financial Management

System Administration
Account Administration
Event Driven Notification

Payment Plus Billed Transaction Analysis with Payment

Payment Requests

Payment Instructions

Billed Transaction Analysis with Payment

Order Management

Transaction Management Requests Detail

:““a““d S't-'PP”e' Summary and detail billed transaction
anagemen ; A i

Account Information information, regarding the results of payment
Reporting req " ‘

= FiUgiant maliagen e

= Financial Management

= Supplier Management

» Tax and Compliance
Management

- Administration . .

- Report Scheduler request and transaction matching.

- Flex Data Reporting

+ Custom Reports Payment Request Detail

Dashboard . . .
Data Exchange Detailed Payment Request information.

My Personal Information

Order Management

Home Billed Transaction Analysis with Order Detail

Instruction Detail

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

Instruction Analysis

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

Payment Instruction Detail
Detailed Payment Instruction information.

Transaction Management

Account Allocation

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

Contact Us
Training
Full Transaction and Order Detail
Full expenditure detail, including transaction,

line item, order, account allocation, and tax
estimation information.

Client Training | Confidertial

Account allocation and reallocation detail by
accounting code.

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

Fleet Activity Detail
Fleet product summary and fleet transaction
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Virtual Payment (Payment Plus) reports

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

Order Management

Financial Management

Payment Requests

Billed Transaction Analysis with Payment

Payment Instructions

Billed Transaction Analysis with Payment

Transaction Manag
Enhanced Supplier
Management
Account Information
Reporting
» Program Management
= Financial Management
- Supplier Management
- Tax and Compliance
Management
- Administration
+ Report Scheduler
- Flex Data Reporting
- Custom Reports
Dashboard
Data Exchange
My Personal Information

1t

Home
Email Center
Contact Us

Training

Client Training | Confidertial

Reguests Detail

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

Payment Request Analysis

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

Payment Request Detalil
Detailed Payment Request information.

Order Management

Billed Transaction Analysis with Order Detail

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.

Payment Instruction Detail
Detailed Payment Instruction 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 Detail

If you use Payment
Plus for virtual
payments, you will
want to check out the

Payment Requests an

Payment Instructions

reports




Order Management reports

- Flex Data Reporting

- Custom Reports
Dashboard

Data Exchange

My Personal Information

Home
Email Center
Contact Us

Training

Client Training | Confidertial

Payment Request Detail
Detailed Payment Request information.

Order Management

Billed Transaction Analysis with Order Detail

If you use Order Management, you will wa

to check out these reports

Account Allocation

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

Full Transaction and Order Detd

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 transaction
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.

9@SY AT &2dz R2yQil dzaS h

Full Transaction and Order Detail report if you want-li

item detail on transactions!

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

Payment Detall
Detailed payment information pertaining to

transactions and payments.

Transaction Aging
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Transaction Management reports

My Fersonai intormauon

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 ard
transaction matching.

Full Transaction and Order Detail

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 transactiol
matching.

Order Detail
Order detail information.

Order Receipt
Detailed and summary receipt information ag
recorded against the order or order line itemjs.

Click Transaction Detall

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.

Get account allocation details

See which transactions have been extracted

See a history of managing account

(statement approvals)

You canrun the transaction detail report in a

way to see transactions pending approval.

96




Choose a date range

Financial Management
Transaction Detail To run the report for a specific cycle,
By default this report will return all results associated with blank fields, unless otherwise noted. To limit
results, enter specific criteria in blank fields.

select Cycle Close Date Range. The

* = required enter the same date in the start date
Date . :
{®: Cycle Close Date Range: O Calendar Month Range: O Posting Date Range: © Transaction Date Range: and end date f|e|dS, USIﬂg d date that
] Enable Cycle Day falls within that cyCIe.
Start Date: End Date:
020012019 | to [02101/2019 |- y

IF you check the Enable Cycle Day

Transactions Included
Transaction Status- checkbox, you need to enter the exad

@ Reviewed Status:

(Al ~ cycle date in the Start Date and End
¢ Approval Status:

Date.
Hold down the Cirl key to make multiple selections.
All

Pending Approval
Approved

Final Approved

Disputed Status:
Al v
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Choose which transactions to include

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

[1Enable Cycle Day
Start Date: End Date:

02/01/2019 =l to [02/01/2019 =

Transactions Included

T . _ You could run a report by cycle and approval status to see which transagtions
ransaction Status:

@ Reviewed Status: .

|A‘T|“'ewe - " still need to be approved.

¢ Approval Status:

Hold down the Cirl key to make multiple selections.
All
Pending Approval

o eproved You could schedule a weekly report to review all disputed transactions.

Disputed Status:
Al v
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Choose transaction amounts or posting types

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

Posting Type:
Al v

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

[1 Display Transaction Custom Fields
[ Display Transaction Comments ] DoDAAC Details (Excel Only)
Most Recent Comments v

[+ Display Allocation Detail
Display Merchant Data (Excel Only) (i)

[ Display Fleet Detail

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

Client Training | Confidertial
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Include or exclude payments, fees and additional details

Transaction Amount:
sl ]

Posting Type:
All v

Payments:
® Exclude O Include

Fees: Choose to exclude or include payments or fees

® Exclude O Include

Additional Detail

[] Display Transaction Custom Fields [+ Display Allocation Detail [1 Display Fleet Detail

[1 Display Transaction Comments Display Merchant Data (Excel Only} Cl) (] DoDAAC Details (Excel Only)
Most Recent Comments

Note: Selecting all comments will add
additional content to the report and
alter its existing format. Select additional details DOD users can select to

include DoDAACSs

Client Training | Confidertial
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Select which merchants appear on the report

Merchants

@ Merchant Category Code Group: . IN
* o P _ _ Select one or more Merchant Category Code Groups to vie
Note: Hold down the Cirl key to make multiple selections.

All N transactions at those merchants. Leave it at the default of All t
AIRLINE

AUTO/RV DEALERS view transactions from all merchants.

BUILDING SERVIC

) Merchant Category Codes:

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

) 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 | Confidertial 101



Select merchants by Merchant Category Codes

Merchants

@ Merchant Category Code Group: Want a convenience check report? Seldct

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

Al the Merchant Category Codes button agd
AIRLINE A

AUTO/RV DEALERS |, enter 6051.

BUILDING SERVIC

) Merchant Category Codes:

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 Enter or search for MCCs

) 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.

'
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Select merchants by name

Merchants
@® Merchant Category Code Group:

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

All
AIRLINE A
AUTO/RV DEALERS .,
BUILDING SERVIC

) Merchant Category Codes:

To limit the results from the default of "all " enter a MCC or search.

and no spaces.

) Merchant Names:

You could schedule a weekly report to

view all transactions at Amazon.

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

' '
Type a merchant name and

click Add

Client Training | Confidertial
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Select sortina and oritniit tvne
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
|

O 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
O Descending Order ) Descending Order O Descending Order ) Descending Order

Report Output

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

[PDF v| d—

the parameters placed at the End.

Output 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:

| | | | | | | | | search for Position or Add Multiple

® Reporting Hierarchy Position: *
If selected, a reporting hierarchy position is required.
Bank: Level1: Level2: Level3: Leveld: Leveld Level6: Level7:

Select to group your report by

hierarchy or account number.

| | | | 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 - V|

Page Break:
OYes ®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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