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ATTENTION
Access Online Training Videos
Several video tutorials are available on the Accounting Department’s website.
Go to www.canyonsdistrict.org and click on Departments, then Accounting,

then Purchase Cards.

A copy of this Instructional Manual and the Access Online Memo in PDF format
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Create Your Online Account
(First Time Only)

If this is your first time logging into Access Online AND you DO NOT have a username
and password, please follow these steps to register online.

If you have logged in to Access Online before or were previously assigned a
username and password by please proceed to the “Login to US Bank Access
Online” section of this manual.

Welcome to Access Online!

Please enterthe information below and login to begin,

Qrganization Short Mame:

r

Lser|D:

Password:

| |

Forgotyour passuword?

Begister Online<=z

pY .
e - B R - - -
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1. Navigate to https://access.usbank.com and then click the Register Online link.



Online Registration
Add Accounts

Tojoin Access Online, you will need a minimum of one valid account number. "Regi
validate a single account. "Additional Account” will allovy multiple accounts to be incl
process.

*==reqguired

Organization Short Mame: *

r—

Account Mumber: ® Account Expiration Date: *®  Account Zip Code: ™

| [ ® [l [

B P M e ot A e b, (el )t g 2 nary

Ty

. P P s N e
2. Enter “csdut” in the organlzatlon short name box, your full purchase card number in
the account number box, your card’s expiration date, and your account zip code.

3. Click the Register This Account button.

Licensing Agreement

Flease read and accept the Licensing Agreement to continue.
AccessOnline Terms of Service

1. ACKNOWLEDGMENT AND ACCEFTANCE OF TERMS OF ACCESSOMNLINE

|
{
|

commence swithin ane (13 yvear after the cause of action arose; otherwise, such cause of action is permanently

Customer and LS. Bank agree that any cause of action arising out of or related to this AccessOnline must S
harred.

The section titles ATS are solely used for the convenience ofthe parties and have no legal ar contractual
significance.
\.-\.H‘A-.-“\..H—‘-‘“'*-“-'h.-""'“"-_\_ At .—-»____f"""‘ 'h'H'.a-.\, n _r""-‘- --""“---_a-----...-'-r- ol e ot "--.“

4. Review the license agreement and then click the | Accept hyperlink.



Online Registration
Password and Contact Information

Organization Short Name: CMEA

User ID & Password
* = reguired

Flease enter an ID between 7-20 alphanumeric characters and a password between 8-20 alphanumeric
characters. Use a comhination of letters and numbers easy for you to remember hut not for others to guess!

User ID:*

Passward: *
I ﬁ

Re-enter Mew Password: *

Authentication

Please select an authentication question and enter a response that will be easy to remember. This
infarmation will be used in the event that you forget your password.

Authentication Question: *

1en Marme jid

Authentication Response:

Contact Information

First Mame:* Last Mame: * iz

| M

P T TOF VITVVREY "W YR SRP R e e SAPR S VTS PR g ronp e SR ST PR SR W e

Address 1:% Address 2

| |

City: * StatesProvince: *  Zip/Postal Code: *
| [ = |

Country: *

Fhone Mumhber: * Fax Mumber:

Email Address:

Cancel Registration 6

o e e A S W B e ol —

Bt s I ettt

5. Specify your user ID, password,- authentication and contact information.

6. Click the Continue button to complete the process. Your account will now be created
and you will be automatically logged in.

NOTE: You only need to complete the registration process ONCE. From now on please
follow the normal login process detailed in the “Login to US Bank Access Online”
section of this manual.



Login to US Bank Access Online

U.S. Bank Access® Online

e
@bank Welcome to Access Online!

Contact Us Please enter the information below and login to begin.

Organization Short Name:

User ID:

Login

Password:

Login

Forgot yvour password?

Reqgister Cnline

Website/Browser Requirements

All of M serving you~

US Bank Access Online website:

https://access.usbank.com

Organization Short Name: csdut


https://access.usbank.com/

Change Your Password

You must change your password the first time you login to Access Online and
every 60 days thereafter. However, you can use the following steps to change your
password at any time.

ACMET1 Corporation

Our Payment Products  Logout

My Persogformation
I User ID: chipurd,

Order Manfgement
Transactiof Management Passwor

Account Inpirmation Change your system password and create or modify an authenticafion response that will

Reporting be used when resetting & password.
My Personal Information
« Password
ety Contact Information
+ Contact information Update your user ID contact information (name, address, phone na., ete )

» Account Access

il Notification
* Manage Favories
Account Access
Home View accass flghts and user specific Information, such as accounts and hierarchy lavel
Contact Us oot
Add Accounts

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

To change your password:

1. Click the My Personal Information high-level task. The My
Personal Information screen displays.

2. Click the Password link in the Left-Column Navigation Bar or on
the screen. The My Personal Information: Change Password and
Authentication screen displays.



My Personal Information
Change Password and Authentication

[ 10 i ]

Orpanization Shor Mams: ACHET
Funt Benal Entgement Groug CH Ful

"= rapurdd
Change Password

Pease BbeT 3 Darkiwoe Detwien 520 NoRanumens characiees LIse 3 COMmDINaGon of IBERrS and namiodns
a5y for youlp remember 1or plheers o gueess

Current Password. *

Enler Mew Password *

Re-ariler New Password

Authentication
Fleass 3abect Bn aUMEnBCaton quashion B0 enbid B NeSPOnEE TR Wil be &5y 10 femember, This
information will be used in i evend Iak you forget vou! passwond

Auhenticalicn Quesian

Pists Nama -E

Ly & i Il

3. Type your current password in the Current Password field.
4. Type a new password in the Enter New Password field.

*Tip! Your password must be 8 — 20 alpha/numeric characters and must

contain at least one alpha and one numeric character. You cannot reuse a
password for 12 months.

5. Confirm your new password by typing it a second time in the Re-
enter New Password field.

6. Click the Save button.



Change Your Authentication

If you forget your password, you can use your authentication to reset your
password and login to Access Online. Refer to the Access Online: Getting Started
user guide for detailed steps on how to log in when you have forgotten your password.

ACHET Copor nlion
My Perso formation
[ i o trugfuse

Trarsmction flansgemens Fagpsward

Acedmant Itz nation GREMGE Ul ByFIEm DasIwDId 3nd creals o modly &5 sullisnlialon [ehpinse ha wil
Repoi iy B feriee] e P i) B S B

¥ Paawwon Cantact Infarmation

= S R Uiadath your cadr IO conact infomnabion (namd, S00nad, phond fa. it

Arzousi Asrey ol Higtsahice

+ et F o

AECount ACCELS

[ W BETRSE IQTES BN N8 BOAEINE INRITIARGN BUC7 13 BESOUTE Ind hitrweohy el
Contset Uy eSS
ceunts
Manage Accourting Gode Faverites

A0 I3eGMES, aNAMNE FEOMEE 1D DE SEHER0 When (83505303 and Manapng
AECARING A7 Qehede ausing [aomes

To change your authentication question and response:

1. Click the My Personal Information high-level task. The My
Personal Information screen displays.

2. Click the Password link in the Left-Column Navigation Bar or on
the screen. The My Personal Information: Change Password and
Authentication screen displays, with your current authentication
guestion and response.



My Personal Information
Change Password and Authentication

[ userio: cripurchase

Organization Short Name: ACMET1
Functional Entitlement Group: CH Full

* = required
Change Password

Please enter a password between 8-20 alphanumeric characlers. Use a combinalion of lefiers and numbers
easy far you to remember but not for others to guess.

Current Password: ®

Enfer New Password:

Re-snter Naw Password: *

Authentication
Please select an authentication
information will be used in the &)

y and enter a response thatwill be easy to remember. This
you forget your password.

Authenlication Question:
Pet's Mame

Authenticatio
ﬁeacu ps

=< Back 1o Personal Inform ation

3. Select an authentication question from the Authentication Question drop-down list (e.g.
mother’s maiden name, pet's name)

4. Type your response to the authentication question in the Authentication Response field.

5. Click the Save button.

Tip! Select an authentication question and answers that are easy to remember because you will

need to provide both if you forget your password.

Account Lockout and Password Reset

If you are locked out or forget both your password and authentication, please contact US Bank
Access Online Customer Service at 1-877-887-9260. This line is operated 24/7 so you can
reach an agent at any time of the day or night. They will be able to assist you with account
lockouts or password resets.



Update Your Contact Information

You can change your contact information in the system. Program
administrators use this information to contact cardholders. In addition, we
may use the contact information (especially the email address) to send you
updates regarding Access Online.

Tip! changing your contact information in Access Online does not change
your statement contact information or how your name displays in Access
Online. To change your statement address or how your hame displays in
Access Online, please contact your Program Administrator.

ACMET1 Corporation

Our Payment Products  Logout

My Personal Information

| User ID: chipurchase |

Payment Plus
Order Managem
Transaction Man t Password
Account Inforg/ation Change your system pas, nd create or modify 2n authentication response thatwill
Reporting be used when resetting password.
My Persofial Information
SRR Contact Infornfition
* Contact information Update your user ID contact Information (name, address, phone no., eic.).
» Account Access Emal Notification
* Manage Favories
Account Access
Home View access rights and user specific Information, such as accounts and hierarchy level
Contact Us acecess.
Add Accounts

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

To update your contact information and language:

1. Selectthe My Personal Information high-level task. The My
Personal Information screen displays.

2. Click the Contact Information link in the Left-Column Navigation Bar or on the
screen. The My Personal Information: Change Your Contact Information screen
displays with your current information.



My Personal Information
Change Your Contact Information

I User I0: cpsmiths0

Organization Short Hame: ACME
Functional Entitliement Group: a system group (inuse)

Enterthe following information 1o change your existing contact information. Please note, changing this
information does not change your statement contact information. To change your statement address, please
contact your program administrator.

*=required

FirstMame:* LastMName:* I
[Chris [Smith P
Address 1:* Address 2:

[P0 South Sidh Street [uite 2200
City- * State/Province: * Zip/Postal Code: *

IM\nneapolls / |F-u1N j |554-I]2

You may also have a secure

Country: * email address listed in ready-

|Unnec| States 'i X
only format on this screen.
Fhone Number™ Fax Number
|5121237234 6123214321
Email Address: * Secure Email Address (for sending the Card Security Code)
[cpsmith@zcme.com cpsmith@acme.com

== Backto Personal Information

3. Review and update any fields that are not correct.
4. Click the Save button.

Ti P! If you make changes and then wish to go back to the original
contact information, click the Reset button.
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Account Information

You can easily navigate to the accounts you have access to.

ACMET1 Corporation

Our Payment Products  Logout

Message(s) from Access Online Language Selection;

Welcome fo Access Onling! Strefch your program limits and streamline payment processes with Access
Onling, our innovative program management and reporting tool. This web-enabled fool offers a feature-rich
platform that can be easily configured and deployed to meetyour unigue needs. Access your payment Account Activity
solutions anytime, anywhere with Access Cnline, Select an Account
AR AR A AR AR AR TR PR R AR R A AR R AR R A AR AN R R T AR R RPN TR RN R AR AN RS TR SRR R
Bienvenue sur Access Online! Repoussez les limites de vofre programme et simplifiez les pracessus de
palement avec Access Online, notre outil novateur d établissement de rapports et de gestion de programme.
Reporting Cet outil Intemmet ofiie une plate-forme riche en foncionnalités qui peut étrs aisément configurée et déployée
Data Exchange pour répondre avos besoins pariculiers, Accédez & vos solutions de paiement en lout temps, ol que vous
My Personal Information S0yez avec Access Online

Home
Contact Us

To select an account:

1. Selectthe Account Information high-level task from the
Left-Column Navigation Bar. The Account Information screen
displays.

Account Information

I Card Account Number: == =+=*8774, CHASTIN J DORDING Switch Accounts

Statement

View account statement(s).
& Cardholder Account Statement

Account Profile

View account demograpics. limits, accounting code, and other related information.
= Cardholder Account Profile

2. Click the Cardholder Account Profile link. The Cardholder
Account Profile: Select an Account screen displays a list of accounts
that you have access to.

11



From the Cardholder Account Profile: Account Summary screen, you can view
your demographic information, authorization limits, account information,

financial history, and default accounting code.

Cardholder Account Profile
Account 5l.ll'|‘lh'|1rj'

| Cara Aczsunt Numees, ===l TT 4, CHASTIN J DORDING

Copinsn & man

Select an ftem belopoew iAs contents

Cremographic Ifformation
View account name, address, and contad

Infarmation Auorization Limikg

PP Wiew authonzation limé inforrmation such as Credd
- - Limit, Singée Purchage Lim#, and svaitable Credit
Wiiw glfier sccount marmabon such as Actcounl

Stalus, Hierarchy Posflion, Cycle Day, and Open Date. oo 0o

Wiew the account 1.2-mondh history, T-vear hislony
analysis, and T=yead history

. %
WiEw T8 dSfauR aCO0UnBNG CO8 355N 10 i
SCoount

ACCount History

Hedueasl Type  Updala kMeathod Lasi Updabad
Selup Lanual OSMER005 21.07 13
Malmtenante  Wanual Q5SER006 21:07:13

To view information:

1. To view demographic information, click the Demographic Information
link. The Cardholder Account Profile: Demographic Information screen

displays.

12



Cardholder Account Profile

Demographic Information

I Card A Humber: 8774, CHASTIN J DORDING Switch Accounts
Name

Name: CHASTIN JDORDING

SSh:

Date of Birth: 12/31(13900

Optional 1:

Optional 2.
*Your program may not

use all the available fields
(e.g., social security
number). The optional
fields are unique to your
organization.

Address

Address 1: 200 SETHST
Address 2. EP-MN-L26C
City: MINNEAPOLIS
State/Province: MN

ZipiPostal Code: 55402-1403
Country: United States

Contact Information
Work Phone: 612-973-0000

Home Phone:
Alternate Phone: 651-205-0000
Fax: 612-973-5555

Email Address: CDORDING@ACME.COM

Demographics Comments:

== Back to Cardholder Account Summary

*The Cardholder Account Profile: Demographic Information screen lists:
e Cardholder name and address

e Social security number (if your program uses social security numbers)
e Date of birth (if your program uses dates of birth)

e Contact information, including phone, fax and email address

e Comments that your Program Administrator added during your account’s
setup or modification

2. Click the Back to Cardholder Account Summary link to
return to the Cardholder Account Profile: Account Summary screen.

Ti P! Any comments that your Program Administrator has typed during the
setup or modification of your account display on this screen.

13



Cardholder Account Profile
Account 5ummary

I Card Account Number:  =====*==== 8774, CHASTIN J DORDING Switch Accounts |

Select an item below to view its contents.

: e
View account name, address, and contact

information Authortzalifn Limits

View autharization limit information such as Credit

A
S Limit, Single Purchase Limit, and Avallable Credit

View other account information such as Account

Status, Hierarchy Position, Cycle Day, and Open Date. Financial Histary
View the account 12-month history, 7-year history
faut 2 o analysis, and 7-year history.

Default Accounting Code

View the default accounting code assigned to the
account.

Account History

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

3. To view authorization limits, click the Authorization Limits link. The
Cardholder Account Profile: Authorization Limits screen displays.

14



Cardholder Account Profile

Authorization Limits

I Card Rocound Humbgr:  ======== §774, CHAETIM J DORDING Eaigh Aceouniy J

Authorization Limits
Credhl Limet:

Single Purchase Limit:
Avallable Credit

Fiscal First Monih:

ko

Standard Velocity Limits

-

Limit
Daily Dollar: 200
Daily Transacton: 1
Cyche Dollar: 2400
Cycle Transaction 1
Monihly Dollar;
Monthly Transaction:
Quarterty Dollar;
Cuarteny Transaction: 0
Yearty Dollar: 50,000
Yoarly Transacfion 2,000

(===

Custom Velocity Limits

Lirmit Total
Other Dallar: 0 o
Othar Transaciione 1 ]

Ratrash From Data:

Refiesh To Date: If your program includes merchant
D Im Friowalh Crche authorization controls, they display here.
Raler to Mansging Account .

Eaarece g Merchant authorization controls enable your
Controfs: ¥ Program Administrator to block or permit
Riter 10 Managang Account transactions at specific types of merchants
Viedocity Limits: ¥ (e.g., pawn shops, liquor stores).

Reler (o Mansging Account
Single Purchase Limit Y

Merchant Authorization Contrals

Contral  Authorizalion Acion  Singhe Purchase Limit  Type AcBon

MCCG28  ODpeén 0 Custom Yhgw Chalgits
MCCGE  Open 1] Gl_lslum Aiew it

Aanhonzanon Limits Commants:

== riftepiger mt Summan

4. Click the Back to Cardholder Account Summary link to return
to the Cardholder Account Profile: Account Summary screen.

15



Cardholder Account Profile

Account Summary

MR DA Eelion Aracerorn |

Select an fem below 1o view s contents:

[ o Accoum Numesr:

Whew accourt nn
information

L
ress, and contact
Authorization Limits

iew authorization limit mbormation such as Credit

A
Accoyn! Infdimation Lieriit. Singla Purchass Limit 5nd &eailatis Cradn

View othel account informalion such as Account

Status. Hierarchy Posiion, Cycle Day, and Opan Date Financial Histar,

Vi e account 12-monlh history, T-year history

" analysis, and T-year hislon

Wiew e defaull accourting code assigned o me
account

Account History

Requast Type  Updata Method Lasi Updated
Sefup Manual 0552006 210712
kiaintenmnoe  Manusl O5AS006 210713

5. To view account information, click the Account Information link. The
Cardholder Account Profile: Account Information screen displays.

Cardholder Account Profile

Account Infarmation
| Sare Aceoum number: *======="§77: CHASTIM J CORDING Swieen Aecount

Account Status: * “-0OFEMN

Hierarchy Position

Bank  Agenl Comparmy Dnision  Deparimant

1425 TH48 39650 0008 0000

Organization Nama
ACME DEMO TEST

Account Information

Managing Account; 4246044555567743

Cycle Day: 28

Expiration Data: 013Z02

Opan Dale: DIR2LZ2003

Fame ey Mart ade You may not ha\{e access to the'

Temg Auth End Dale: information on this screen depending on the
Needs Activation? ¥ viewing rights associated with your user ID.
Current Balance: 000

Past Due Balance: 000

Plastic: M

Chiacks: M

Telecom: H

Telecom Stalus:

Payment Method Code:

Payment Mithod Descriplion: =Nona»

Raporting Level

i1 L2 L] Ldd LS LdG LeT

39650 00000 OO0OOD O0ODOD 00000 DOODO OODDD

Account informabion Comments:

== Back o Candholder Accounl Surhimgny

16



6. Click the Back to Cardholder Account Summary link to return
to the Cardholder Account Profile: Account Summary screen.

Cardholder Account Profile
Account SI.'lmI'I‘IiI‘]'

Jcarda nt Humbar  ===-3 774 CHASTIN J DORDING Bwiloh dopsonty |

Selact an flem balow 1o view its contents

Demographic nlormaon

Vigw a0count name, address, and contact

o

nigrmiation Aumorization Li

Aecount informat View Suthorizat f miormiation such as Credil
- LimiL Single Blrchase Limit and Available Credit

Viesw other accound information swch as Account

Slatus, Hierarchy Fosition, Cycle Day, and Cpen Dale Finansial Histon

view the account 12-monih histary, 7-vear history
z analysis, and T-year histon
Defaul Accouning Code ) ) '
View the delaull accounting code assigned to he
account

Account History

Request Type  Update Method Last Updated
Sedup Manusal DEDER00G 21.07:13
Maintenance  Manusl 0552006 210713

7. To view financial history information, click the Financial History link.
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Cardholder Account Pr

Financial History

[ Eard Aot Fumias. ~————0714_Erig I4 1 SR [rre——y |
1 Moern iy | 7 vt Htory Anaes | T vew: ey |
The 12 bon History indudes accumulated scoount information for 12 presicws billing cydes. Each page mdudes four biling crdes of history.
The 12 Month History tab
Fage 11213 N -
contains financial history data for

Fumber of Fasmants the past 12 months.
Total Payrmants 2000 000 50,00 o0
iLast Paymisnt OLO00AD0)
Minemizn Fapmsent sa00 000 50.00 500
Humber of Purchasos [ 4 2 2
Total Punchaves Sa00  S000 50,00 £400
fLasl Purchase: 1107M11)
Humiber of Cash Advances [} ] ] @ 0
Total Cash Advances §00 000 §0.00 S000 $0.00
FLast CEsh Advance. DOD00)
Humber of Cradls <] -] ] -] L]
Tolal Credis o0 s00 5000 e} oo
(Last Crdit 110711)
Blumsber of igc Chiges -] -] o "] L]
Total Misc Charges 000 S400 S04 S004 S0.00
Inesurance: legs o0 o0 .00 e 0.00
Late Chaeges 00 000 §0.00 00 $0.00
Crarhmt Fass 0 20 0.0 e} S0.00
Purchase Finance Charges 00 00 5000 o0 5000
Canh Advancs Financs Chadges 00 000 5000 00 50,00
gl Lirril 100 5100 s0a 5100 5100
Halanoe 00 =0 5000 00 5000
Ouitstanding Purchase Balance S400 S400 50,00 $000 S0.00
Quigtanding Cash Balanoe WO o0 E0.00 000 000
Cuistanang Mg Charges 00 000 $0.00 00 $0.00
Quistanding Purchasa Financs Onargas  S000 5000 000 p ke 000
Quistanding Cash AdvFmance Charges 5000 5000 50.00 000 50,00
Past Dus 00 $000 §0.00 000 S0.00
A Daily Bal - Purchases 000 50,00 000 S0.00
e Daily B - Cash Adv =00 5000 000 5000
Mg Diatly B2 - Purchases and Cash Ady $4.00 S0.00 S400 S0.00

Fage 11213

LY =

8. Select the 7 Year History Analysis tab. The 7 Year History Analysis tab displays.

18



Fimancial History

Cardholder Account Profile 9

ll:rih—ih-"r v ETT4 CuhNTI J DOMIND f Basin i -

1 Mo Bty |7 nar ey A | T Vi iy |

Tell 7 THAF PR OES RAEYIRE IS SR IR0 12 BENn0-0y0 DE I8 D ANAE0 WAl T IO SE AEORAT DN 50 BND IBTUDESE T SMDET OF DEE S I RE0ED (OO 0G JOIumEd
NG R i

Thmees Billgd 12
Thveiet. Slalimisnt o vk Thed 1
Thereaa, Dol -]
Timars Past Dur 01-30 Dars ]
Times Past Dus 3150 Davs 2
]
>
[ ]
-]

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

year (grouped by month).

Timaes Pt Doe 61-90 Dovs
Tirreet P! Dus = 97 Mg
Cycle wilh H5F Charck

Times Bnadll Balance Valien of

oo oe oo o s -8

as BACK 1 LTRSSl S T

9. Select the 7 Year History tab to review a yes/no indication of listed
events by month/year. The 7 Year History tab displays.

Cardholder Account Profile |
Financial History Click the page links to
go to other cycles.

I Caird A it 8774, CHASTIN J DORIMNG

12 Month Hslory | 7 vear History dnslyss | 7 viear History

The 7 ¥ear Hislory incicates wilh a v if e listed condmion ooturmed on

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

Biling Cycle Period 0-12 | 13:24 | 25:36 | 3748 | 49.80 | 5172 | 2384

TMAT 1T 09T DEMT 07T ORRL
Billed ¥ Y ¥ ¥ ¥
Stalement Generabed ¥ Y ¥ ¥ Y
Orerlima M H M M H M H M M

Pasd Due 01-20 Days N N M N N N N ] N
Pasti Due 31-60 Days N 1] M N 4] N 4| M N
Pasd Due 61-90 Days N H N H ] N N M M
Fasl Due > 81 Days M L] M H ] N M H I

MEF Check ] H M N M M ;] M 0l

Small Balance Writenoff N 1] H M 1] N N M M N M N
Purdhases N M M N M M N .

Caah Advances N H N N H N ] Click to access

additional months
and years.

Billing Cycle Perlod ﬂ.iﬂg | 25-36 | A7-48 | 40-80 | 51-T2 | 73-84

10. Click the Back to Cardholder Account Summary link when you are done.
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Cardholder Account Profile
Account Sl.lh‘ll'l'lJI'j'

| Cord Account Number. ==—====r§ 773, CHASTIN . DOADING St Asteunt

Select an dem below bo view dn conbents

DRemogranhic information
Wigw aocount name, addrass, and contad

p
Inkymaton Autnarization Limits

View authorization liméit infermation such as Credit

Ty t Irfionmati =
SO DRI 290 Limit, Single Furchase Lime, and Avadanie Creat

Vieew qlfer sccound i
Slalus, Higrarchy Po

alion such as Acccunl
Cydla Dy, and Dpen Daka

Financial Histary

View the acoount 12-mondh history, 7-year hislory
S analygis, and T-year hislory

View the defaull accounting code assigned 1o the

accoun

Account History

Hequees! Type  Updale Method Lasi Upclalacl
Setup Wanual 0SME006 21:07.13
Mainténance  Manual O5MER2006 21:07:13

11. To view default accounting code information, click the Default
Accounting Code link. The Cardholder Account Profile: Default
Accounting Code screen displays. This screen lists the default accounting
code assigned to the account, including the segment name(s) and
segment value(s). The default accounting code is the accounting code
the system assigns to your transactions when your transactions enter
Access Online. The segment name, length, and values are entirely
custom to your organization.
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Cardholder Account Profile

Detault Accounting Code

=0 AT7a, CHARTES J DORDING

Default Accounting Code

seqmient Name (Length)

PROJECT {4) INDEX (3 55 UMIT (3) COST CENTER (3) GL EXPENSE (8)
| B555 123

12. Click the Back to Cardholder Account Summary link to return
to the Cardholder Account Profile: Account Summary screen.

Cardholder Account Profile
Account SUI'I'IFH-!T]'

I Card Acsdint Mumbssr; “—==—="=""ETTs, CHAST J DCRDING

Selet! an ftom below lo wew is contanls

Demographic Informalion
Yiew account name, address, and contad

informeation Aushorization Limits

View authonzation lima information such as Cred

Agpourt i &
scauntinfanmaton Limit, Single Purchase Limd, and dvadable Credit

View olfver account infarmalion such as Account

I ; vele Diar. G iba
Stalus, Hierarchy Posfion, Cyde Day, and Open Date Financial Histary

View the acoount 12-month history, T-year hisiony
. . ; analyzis, and T-year histary
Default Accounting Cose .
Vigw tha delaull sccounting code sssigned lo the
Acoount

Account History

Hequees! Type  Updale Relthod Lasl Updaled
Satug lAanual OS0S006 21:07:13
Maintenance  Manual OROER006 21.07.13
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View Your Statement

ACMETM Corparation

Message(s) from Accass Online Language Seledion

Aeloame 1 Ac0ea5 Onleva! SInabcs your pragram imits nd steaming paymean procesies Wil Acess m
Tning, o InFgvIlG PIogrEm management and repering el This web-anatied B ofers @ Srature-rich
MG Thal Cah B easily Confgurnd Sed depitped b mis! your ukui HE3S ACCESS Your pavment
LELEBSNE 3mE, SNwIEnE Wil Accaan Onine

Fhisssriissansiiassbaitans P R saserEiaanEbISRANERIAdRERIA SRR . sssasiiissaiiis
Sinnwrnig S0 Aocess Onbrd! Reooussar les bmdis 38 volie programens &f simplfer les plocessus de
kst awnc Sccess Oling, nolre oull novatenr déiabisement de mppons o do gESEON 08 CEOQrAMIME.
Cet putil interned ofiee wree plate-foema riche e fonclionnabibés qui peul dire aisémant configunie al déplopie
SO FEPONANG & Vo DeSowTE DACURENS, ACORBEE 3 vk SORINS 0F PIeemEnt on oul BT Es, 0l Qoi Vs
SOPEL Il ACOFLS Unling

To view your statement:
1. On the Left-Column Navigation Bar on any screen, click the Account Information

RCME M Corporalion

Account Information
Py Plua
Orcer Maragement Feutemar
Tremsaction Marugemam Wiw dccount lakmientis
Arcowanl dnrmation
- Siglwrerit = Carghpiop Acoourl Salemend
« decooyni Pro#
T e Account Profile
Reporting
My Personsd informanon Wiew dcoount demogragdice limis. accountng code. and olhel ielaled informalion
= Carghpldss Lepnuet Prplig
Wiamae
Cominct U

2. Click the Statement link on the Left-Column Navigation Bar or the Cardholder
Statement link on the screen.
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Account Information
Cardholder Account Statement

I Cand Account Humber. === 774, CHASTIN J DORDING Fwilesh Adedurts

select a oycle and click the “View Statemendt” button. Mease Note: The statement cannot
e of payment, if s for display purposes anly

Towlew A siate
he used for re

Seladct Bill
11281

3. Select the billing cycle for the statement you wish to view from the Select Billing Cycle
drop-down list.

Ti p! You can view 18 months of data. Your statement is available the day after the cycle end.

4. Click the View Statement button. Your statement displays in a new window.
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View, Allocate & Add a Description to Your Transactions

| ACMEDS CP Organizalion

Message(s) from Access Online

D

Order
Trangscton

Feporing

Lt
Conrisct Ba

Trmming

Aecoun informaton

Ry Permonal irfnomation

Walcoma 1o Access Orling! Stratch your program mits and streamiing paymen] processes with AcCess
Oniling, owr Menovalid Crogram mandgeman and reporing 1ocd. This web-enabled 103 offers 3 feature-rich
piatiorm hal can be easdy condgured and deploved o mest vour neque needs. ACDESS VOUT Davment
solulions anyBma. aywhere wih Access Onling

Ly i

.................................. D LI T LT TR PP TS T T PR P

Beervenue sur Acoess Onling! Repousse: les hmies de valre programene et simplifiez les processus de
paement avec Access Online, nore ousd novabeur délablissement de rapports et e pesbon de programime
Cot ousi lernel offre une plade-fonmae Ache en fancBonnalités qui oeut dire asément configunte ol deplote
paur répondre i vos bescins particutiers Acodder 3 wos SolLBONS de paiement an 1oul IBmps. ol gue vous

Lanpuage Seledion

amenican English "i

Accoumt Aty

T an Account

S

sayer. avet Accass Onine

your account.

To view and filter a list of your transactions:

Click this link to go directly to

1. Select the Transaction Management high-level task. The Transaction

Management screen displays.

Transactiogflanagement

Transaction List
View, review, allocatefreallocate and add comments to
transaction information.

View Previgus Cvcle
Presents the Transaction list for the previous
cycle.

View Pending Transactions
Fresents the pending transactions list.

Yiew Unmalched Transactions
FPresents the unmatched transactions list.

Click a link to view transactions for
the previous cycle, transactions
that are not yet approved, or
transactions that are not yet
matched to an order, payment
request, or payment instruction.

2. Click the Transaction List link. The Transaction Management: Card Account

Summary with Transaction List screen displays.
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Transaction Managemeant
Cand Apcowns Summary with Transdoion List
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To reallocate a transaction:

3. Onthe Transaction Management: Card Account Summary with Transaction List
screen, click the Accounting Code link next to the transaction you wish to
reallocate. The Transaction Management: Detail screen displays with the
Allocations tab open.
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Transaction Management

Tranaaciion Detal
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4. To divide the transaction among two or more accounting codes:
a. Type the number accounting codes you need to add in the Additional Allocation(s) field.
b. Click the Add button. The system adds an additional row to the transaction.
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Transaction Management
Transaction Detail
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Depending on how your
program is set up, you can

type a new code, or select a
favorite.
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Select a row and click Remove to
remove a row.

pla! Micoabed @nd Amncan] Remaining valoes

When you click the Add button,
an additional row displays.

| =< Eack 19 Transacion Lisl

c. Type the amount (e.g., 20.75) that should be allocated to the first accounting code in the first
line’'s Amount field or type the percentage (50 percent) that should be allocated to the in the first
line’s Percent field.

d. Verify and change the accounting code for the first allocation, if needed.
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Transaction Management
Transaction Detail
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When you change an allocation amount or
percentage, Access Online recalculates all
other values automatically. Total
reallocation amounts must equal 100
percent of the transaction amount.
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e. Type the amount or percentage to allocate to the additional portions.

f. Specify the accounting codes for the additional portions.

Ti P! You may be able to click the Magnifying Glass icon to search and select a

valid value. You may also be able to select from a drop-down list of alternate
accounting codes or select from a list of favorites as described in Favorites

section.
OBJECT (3) DESCRIPTION (125)
56 Q [UACPA State & Local Government Canference *

g. Scroll to the right of the account code and add a description for the transaction
in the Description box.

h. Click the Save Allocations button. A confirmation message displays and an A
icon displays next to the transaction. If you reallocate the transaction among two
or more accounting codes, then the word Multiple also displays next to the
transaction.
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[_Learn More: You may also have the option to revert to a previous
version of the allocation.

Transaction Management

Transaction Detail

Tramwsg bon Samerany

Ml Pamer o Ammed Detad O PechessD & Socouss

1105 100 CRUNGER 434 ATT-AG04E00 NN £M0A M SLLAT TNy

I

'Ja'*#'ull el o SNSRI n.II"I.ﬂH‘H} Tas Ulﬂl[ (P""I"‘i Apideih Wy

The Allocat o b prosices B bl I se pliocale § Bansackon by changing e sooouning inormalon n
aSccaly 3 mmount B3 @ dilfener ot cerier The isaBoCaEon Cn b i orw or 80 molipis BCTOURENG oS

Viwd ale mmei by dolls msunt o perenkags Tolal abocndon amsunls mus sgusl 130% ol B hons sclon To sl soahs o sodlonal Eouml sy codes ook B "Add
[Ty

EBeT 3300]. MoSBANg O Saieing A1 DCaton s, CO: T "Eave ABCCABONS” BUO3A 12 S Changes .
cemlany ppedatiguebengell

e allqcation, §elect an
LIV option and click Apply.

Terw Allscates il W35S [ ity Apcountng Code |

OS— P
kil T e il [TE 1] D g PLET TRV A R | 1 'm
faobe Pl MANED %7 SEH00T B TulTITIRT PO Tothl ABOColED 300 Al FLHT 500G ot

== Bnge3s Tansacion Lix

Once you finish and save your allocation, you can revert to a previous version of
the allocation. Simply select an option from the Apply Accounting Code drop-down
list and then click the Apply button. Your options are:

o Default Accounting Code—Changes the allocation back to your
default accounting code.

e Previous Allocation—Changes the allocation to the allocation you
saved before you made and saved your current changes. For example, if you
divide a transaction among two accounting codes, save the reallocation, and
then determine that you should not have divided the transaction, you can select
this option to revert to the undivided allocation.

e Initial Allocation—Changes the allocation back to the transaction’s
original allocation (either your default accounting code or an allocation based
on an allocation rule).
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Reallocate a Group of Transactions with the Reallocation
Worksheet

You can also use the reallocation worksheet to reallocate up to 25 transactions to multiple
accounting codes on a single screen. The process works the same as using the Reallocation tab
except that you have the convenience of reallocating several transactions on the same screen
instead of just one at a time.
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To use the reallocation worksheet:

1. Onthe list of transactions, select the check box in the Select column for each transaction
you want to reallocate.

2. Click the Reallocate button. The Transaction Management: Reallocation
Worksheet displays.

Transaction Managemant
Rgsigorbon Warki aet

11 W | SRAFY afRA T it s 3
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Ly i g prnes i

3. Type anew account code, search, or select a favorite.
To reallocate one of the transactions among two or more accounting codes:

4. Click the Add Allocation link next to the transaction. New rows display under
the transaction.
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Transacton Management
BEa LN BET L

[T — T s

a. Type the dollar amount or percentage for each portion in the $ or % field.

b. Type anew code. The available accounting code segments vary by user
and depend on your access rights.

Ti p! When you enter a new dollar amount, Access Online automatically recalculates

the percentage and amount for the Amount Remaining values. When you enter a
percentage, Access Online automatically recalculates the dollar amount and Amount
Remaining values. Total reallocation amounts must equal 100 percent of the
transaction amount with zero percent listed in the Amount Remaining field.

Transacton Management

Baabddaes b aheel

Click the magnifying glass icon to search
and select from a list of valid values.

b tesaued Note the O percent

You can add different

remaining for the
transaction.

allocations for the
remaining transactions.

5. Repeat Steps 3 — 4 to reallocate the remaining selected transactions.
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OBJECT (3) DESCRIPTION (125)

56 Q |UACPA State & Local Government Canference

6. Scroll to the right of the account code and add a description for the transaction in
the Description box (refer to the orange arrow in the screenshot above).

Transaction Management
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7. Click the Save Allocations button. A confirmation message displays.
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Mass Reallocation Tool

The mass reallocation function enables you to specify common reallocation parameters to a
group of up to 25 transactions. You can:

¢ Reallocate all the transactions to a single accounting code
¢ Divide the group by percentage to multiple accounting codes

e Leave a portion of each transaction with its existing allocation, but add a common
allocation to a portion of all the transactions

Unlike the reallocation worksheet, you cannot specify different accounting codes to specific
transactions. For example, if you know that all office supplies should be divided evenly

between two divisions in your company, you can select all office supply purchases and divide
them 50/50 between each division.
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To perform a mass reallocation:

1. Onthe list of transactions, select the check box in the Select column for
each transaction you want to reallocate.

2. Click the Mass Reallocate button. The Transaction Management: Mass
Reallocation window displays.
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Transaction Management
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3. Specify which mass reallocation action you want to complete:

a. Select the Replace Existing Allocation radio button to reallocate all the
transactions to common accounting code(s).

—Or-

a. Select Add Common Allocations radio button to leave the existing
allocations, but reallocate a portion of each transaction to the same code(s).

4. To reallocate the entire group to a single accounting code:
a. Type 100 in the % field.

b. Type a new code, select an AAC, or search and select from a VVL.
The available accounting code segments vary by user and depend on
your access rights.

—Or—
5. To divide the group’s allocation or to add a common allocation:

a. Type the number of additional allocations to add in the
Additional Allocation(s) field.

b. Click the Add button. New rows display.
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Transaction Management
Mass Reallocation
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When you add a common allocation,
the amount remaining must be at
least 1 percent, since you are
instructing the system to keep at
least a part of the transactions’
existing allocations intact.

Addnsnal Klscationis [ iR oc

Sl b Trans-acuion List

Transactions hal wil o afeched by IFe achon talosn adme

Note the summary
information.
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Select transactions and click Remove Transaction to
remove transactions from the mass reallocation.

s Tigina

c. Type a percentage in each % field until the transactions are 100
percent allocated (if you are reallocating the entire group [Step 4a]) or
have at least 1 percent remaining (if you are adding common
allocations, but leaving a portion set at the original allocation [Step
4Db)).

d. Type anew code. The available accounting code segments
vary by user and depend on your access rights.
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OBJECT (3) DESCRIPTION {125)
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6. Scroll to the right of the account code and add a description for the transaction in the
Description box (refer to the orange arrow in the screenshot above).

Transaction Management
Mass Reallocdtisn
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7. Click the Save Allocations button. A confirmation window displays.
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8. Click the Yes, Save Allocations button. The system saves your reallocations to
all the selected transactions.

Ti p! When you work with multiple transactions, the system displays an Arrow
icon next to each transaction you were working with.
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Build a List of Favorites as You Reallocate Transactions

When you reallocate a transaction, you can select one or more values to create a
favorite. You can:

e Use the transaction’s existing allocation value (e.g., your default
accounting code)

e Type new values in one or more segments

e  Click the click the Magnifying Glass icon to search and select a valid value
(if your organization uses VVLS).

Keep in mind that when you create a favorite while you are working with a specific
transaction, then the favorite pre-populates with the transaction’s existing allocation
(e.g., your default accounting code).

Transacton Management
Transaton Satid

To create a favorite during transaction reallocation:

1. Repeatthe steps in Reallocate a Single Transaction on page 59 to navigate
to the Allocations tab for the transaction you want to reallocate.

2. Inthe Accounting Code - Segment Name (Length) field, type a new value,
keep an already-displayed value, or search and select a valid value, as described
in Reallocate a Single Transaction on page 59.

3. Click the Add as Favorite link. The Transaction Management: Manage
Accounting Code Favorites screen displays with the value you specified in Step
2 displayed in the lowest favorites row.
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Manage Accounting Code Favorites
Mll’“gf N:C-DLII'HII'II] Code Favorites
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The value you specified
in Step 2 displays here.

You can edit the values on this
screen, if needed. You can also
set up additional favorites.

== Back 1o My Personal infoematicn

4. Review the accounting code in the Accounting Code - Segment Name (Length)field.
5. Type a name for the favorite in the Favorite Name field.

6. Specify the favorite’s status:

a. Select Active to make the favorite available to you for transaction or order
reallocation as soon as you save the favorite.

_Or_
b. Select Inactive to create the favorite, but not make the favorite available

right away. You can select to make the favorite active at any time. Keep in mind
that you can create 25 favorites and select to have up to 25 active at atime.

7. Click the Save button. You return to the Transaction Management: Transaction Detail
screen and a confirmation message displays. The value is now available for you to
use as a favorite to reallocate the transaction.
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Create a List of Favorites at the Same Time Using the My
Personal Information Function

| ACMET1 Cosporation

My Personal Information
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ANoCBONS, Nd delee enstng Livontes

To build your personal favorites list all at once:

1. Selectthe My Personal Information high-level task from the Left-Column
Navigation Bar. The My Personal Information page displays.

2. Click Manage Accounting Code Favorites link. The My Personal Information:
Manage Accounting Code Favorites screen displays.

Manage Accounting Code Favorites
Manage Accounting Code Favorites

=T Humber: BT T4 Swiich Acoewnts |

You can add 25 or fewer Ivontes o add and dick the “Add” bufion to add favoriles. ARer adding. modifying or
selecting favorites to delete, click the "Save” button 1o save changes

Segmenl Hame [Length)
Detele  Favorte Hame DEX (3) BUSIMESS UNIT {3) COSTCENTER (5) GL EXPEMSE (2)

Ham Faveniies cumenily sl Enfer fhe number of lsvorites fo aod and ciick ihe "Add™ Bulfon I add favantes

Cl, Sesrch for Vilia

Addiional Favontes

3. Type number of favorites you want to create in the Additional Favorites field.

4. Click the Add button. Fields display in the table for you to use to create your
favorites.
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Manage Accounting Code Favorites
Manage Accounting Code Favorites
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5. Type a name for the first favorite you want to create in the Favorite Name field.
6. Specify the favorite’s status:
a. Select Active to make the favorite available to you for transaction or order reallocation as soon as
you save it.
—Or—

b. Select Inactive to create the favorite, but not make it available right away. You can select to
make the favorite active at any time. Keep in mind that you can create 25 favorites and select to
have up to 25 active at a time.

7. Type the code in the Accounting Code - Segment Name (Length) field.

T p! If you can view and reallocate to multiple segments, then you should specify a value for each
segment you want to reallocate using your favorite. If you leave any segment without a value, then that
segment will be blank when you apply the favorite to a transaction. You can always specify values after
applying a favorite, but you save time when your favorite is complete.
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Manage Accounting Code Favorites
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You can modify your
favorites at any time.

onal Favoriles

To delete a favorite, select the
corresponding Delete column
check box and click Save.
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8. Repeat Steps 5 — 7 to create additional favorites.

9. When you are done, click the Save button. A confirmation message
displays and your favorites are now available for you to use when you
reallocate transactions and orders.

My Personal Information

I User 1D chipuchase

B icc ounting Code Allocation Favornies successTully updated.

Fassword
Change your syslem password and create or modify an authent cation response that will
be used when reseling a password

Contact Information
Update your user ID contact informalion (name, address, phone no.. et ).

| 1]

Account Access
View access righls and user spechic information. such as accounts and hierarchy level
dCCess

Add Accounts

Manage Accounting Code Favorites
Add favoriles, enable favorites o be seleded when reallocating and managing
allocations. and delfete existing favontes

Ti p! After you create your list of favorites, you can modify the list at any time.
Simply repeat the steps in this section to create additional favorites or modify your
existing favorites. To delete a favorite, select the favorite’s check box in the Delete
column and click Save.
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Reallocate a Transaction Using Your List of Favorites

Once you build your favorites, you can easily use them to reallocate a transaction including
reallocating a single transaction, using the reallocation worksheet, or using the mass reallocation
function.

Transaction Management
TrRnaIn Gt

To reallocate a transaction using your favorites list:

1. Repeat the steps in Reallocate a Single Transaction to navigate to the Allocations tab for the

transaction you want to reallocate.

2. Select the favorite from the Change to drop-down list. The favorite name displays in the
Prepopulated Accounting Code Selection: Current Name field and the Change to drop-down reverts to
list the Change Current Value option (so that you can select another favorite if you selected the
wrong one). The favorite’s value also displays in the Accounting Code - Segment Name (Length) field.

Ti P! You will always have your default accounting code available as an option in the Change to drop-
down list. Favorites display with a pound sign (#) designation before the favorite name, for example,

#Subscriptions, #Training.
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Your selected favorite
displays here with a pound
sign (#) designation.
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LLearn More: Your list of favorites is available to you when you use any of the
reallocation options. The screen below shows favorites listed when you use the reallocation
worksheet.
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The screen below shows the favorites listed when you use mass reallocation
function.
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Generating Your Monthly P-Card Log
(Account Activity Report)

To Print Your Account Activity Report (Monthly P-Card Log)

1. DO NOT attempt to print your Account Activity Report until the close of the respective billing
cycle. Billing cycles close at midnight on the 10™ of each month unless the 10" falls on a
weekend.

2. lItis recommended that you use the latest version of Microsoft Internet Explorer as your
browser when using US Bank’s Access Online.

3. If you do not have the latest version of Adobe Reader installed on your computer please visit
www.adobe.com and install Adobe Reader (a free program). Adobe Reader will be utilized
when you generate your monthly p-card log.

4. Navigate to the Transaction Management: Card Account Summary with Transaction List
screen.

5. Select the appropriate cycle from the Billing Cycle Close Date drop-down list (refer to
the orange arrow in the screenshot below). DO NOT select “Open” from the drop-down
list.

Transaction Management
Card Account Summary with Transaction List

Card Account Numbser: v 9676, STEVEM C REESE
Card Account ID: 212005376217

(s e o [Meroge's Qume

[-] Card Account Summary

Account Number: ‘ 0] ‘ ..9676
Account Name: STEVEN C REESE
\/ \/

Billing Cycle Close Date: | 05/10/2013 4 m

® open Account ?

6. Click the Search button to display the billing cycle you selected in Step 1 (refer to the
green arrow in the screenshot above).

7. Click the Print Account Activity button (refer to the blue arrow in the screenshot above).
Your Account Activity Report will now open as a PDF document in a new window.

a. Be sure to allow pop-ups in your browser or else the report will not open.

8. Account Activity Reports must be printed in landscape. Reports printed in portrait will
be rejected. Please check your printer settings if you experience
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9. Account Activity Reports must only include transactions for the appropriate billing cycle. If
your Account Activity Report displays “Open” at the top it will be rejected. Please refer
to Step 2 above and select the appropriate billing cycle close date before generating your
Account Activity Report.

[Ebank
Cardholder Activity @

Hame: STEVEM C REESE Account Number:  "B676 Cycle End Date: Open
Trans Date Merchant Name Transaction Total Source Currency Currency Amount
Posting Date City, State/Prov.

Allocation Amount Accounting Code

10. Print and sign your name at the bottom of the Account Activity Report and submit it to your
supervisor with supporting documentation attached (original invoices & receipts) by
the 15" of each month for their review and approval.

Cardholder Hame: Signature:

Supervisor Name: Signature:

L] L]

Supervisor Review and Approval

1. Please carefully review your employees’ p-card logs on or before the 18" of every
month. Take care to review the accounting code, description and supporting documentation
for each transaction. If you discover that a transaction has been miscoded, please instruct the
cardholder to make corrections online and submit a revised p-card log.

2. Please be aware that transactions from the previous billing cycle remain open for
allocation and description corrections until midnight on the 20" of every month.
Therefore, it is imperative that you review p-card logs by the 18" so cardholders will have time
to make the necessary corrections online.

3. Upon completion of your review, please sign each log indicating your approval and forward

them along with the attached receipts to Cindee Clawson in Accounting by the 22" of each
month.
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Generating Your Monthly P-Card Log — Mac Users
(Account Activity Report)

Print Your Account Activity Report — Special Instructions for the Safari Browser

1. DO NOT attempt to print your Account Activity Report until the close of the respective billing
cycle. Billing cycles close at midnight on the 10™ of each month unless the 10" falls on a
weekend.

2. If you do not have the latest version of Adobe Reader installed on your computer please visit
www.adobe.com and install Adobe Reader (a free program). Adobe Reader will be utilized
when you generate your monthly p-card log.

3. Navigate to the Transaction Management: Card Account Summary with Transaction List
screen.

4. Select the appropriate cycle from the Billing Cycle Close Date drop-down list (refer to
the orange arrow in the screenshot below).

Transaction Management
Card Account Summary with Transaction List

Card Account Numbser: v 9676, STEVEM C REESE
Card Account ID: 212005376217

(s e o [Meroge's Qume

[-] Card Account Summary

Account Number: ‘ Q@ ‘ ..8676
Account Name: STEVEN C REESE
" A
Billing Cycle Close Date: | 05/10/2013 + m Print Account Activity
® open Account - A
-

5. Click the Search button to display the billing cycle you selected in Step 1 (refer to the
green arrow in the screenshot above).

6. Click the Print Account Activity button (refer to the blue arrow in the screenshot above).

7. The Account Activity Report will open in a new window labeled WebFOCUS Report (refer
to the screenshot below)

a. Be sure to allow pop-ups or else the report will not open in a new window.

b. To allow pop-ups in Safari, click the Safari drop-down list and uncheck the Block
Pop-up Windows option.
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WebFOCUS Report
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8. Right click anywhere on the report and select Open PDF in a New Window.
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9. The Account Activity Report will open as a PDF document formatted to print in landscape.

a. If your Account Activity Report does NOT print in landscape then you may have
missed or performed a step incorrectly. Please return to Step 1 and try again. If you
continue to experience issues, please check your printer settings.
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10. Account Activity Reports must be printed in landscape. Reports printed in portrait
will be rejected.

11. Print and sign your name at the bottom of the Account Activity Report and submit it to your
supervisor with supporting documentation attached (original invoices & receipts) by the
15" of each month for their review and approval.

Supervisor Review and Approval

1. Please carefully review your employees’ p-card logs on or before the 18" of every
month. Take care to review the accounting code, description and supporting documentation
for each transaction. If you discover that a transaction has been miscoded, please instruct the
cardholder to make corrections online and submit a revised p-card log.
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2. Please be aware that transactions from the previous billing cycle remain open for
allocation and description corrections until midnight on the 20" of every month.
Therefore, it is imperative that you review p-card logs by the 18" so cardholders will have time
to make the necessary corrections online.

3. Upon completion of your review, please sign each log indicating your approval and forward
them along with the attached receipts to Cindee Clawson in Accounting by the 23" of each
month.
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