Cardholder Guidelines for Approving and
Re-allocating Transactions in Access Online
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Use the following address to log in to Access Online (AXOL): https://access.usbank.com.

Enter the Organization Short Name (USDA), User ID & Password; and click Login.
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After logging into AXOL, you will be re-directed to the HOMEPAGE pictured below.
You will use the Navigation Bar in the left blue box to navigate within AXOL.
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To access the transactions, select Transactlon Management.
Then select Transaction List. :
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Select the transaction you want to approve by clicking on Trans Date.

U.S. Bank Access Online

Active Work Queue
Account Administration
Transaction Management

Transaction Management
o it 1.1k Card Account Summary with Transaction List
Account Information =

Reporting | d ' 2384, CAROL ADAMS

My Personal Information )

-] Card Account Summary

Home Account Mumber, 0 ..2364
Contact Us Account Name: CAROL ADAMS

ABilling Cycle Close Date: Wﬂ

Total Transactions: $840.11 5 Final.ﬁpprwed Transactions: §0.000
Reallocated Transaclions: $0.00 ] %.F'Tnal Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.0% 0.0%

@ Open Account

»
0
D)
0
0
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0

PLEASE NOTE: .
Youcan
change the:-:
Billing Cycle
Close Date to
see all I-] Transaction List Return 10 top
transactions
that have not
been approved
[re-allocated

by using the Pending UPS*0000632468 800-811-1648, GA $583.47 REF # NOT AVAILAB
drop-down

menu and Pending UPS*000069246811292008 800-811-1648, GA  §226.01 00006924681129200
selecting “All” Pending FEDEX 867358609990 800-4633339, TN §5.17 867358699990

[+] Search Criteria Baturn to top

Records 1-5 of &
Chick All Shown | Unchedk All Showa

Select Status ApprovalStatus Trans Posting Merchant City/State Amount £+ Purchase ID
Y Date Date

Pending FEDEX 8511103595370 BOD-4B33338, TN $20.29 851110395370




This screen will list all of your transactions.
The Approval Status will show one of the following four statuses: “Pending”, “Rejected”,

“Approved” or “Final Approved”.
To reallocate and/or approve a transaction, click the Select box on the transaction line
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you want to change:and then click either the Reallocate or the Approve button.
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NOTE: ar ?oun ummary
Only the Account Numper 0. 61
current Account Nam: John Smih
Billing Cycle... Billing Cycle;'CloseDale:lN[ Z
transactions Total Transdctions: 64 3 Final Approwe Transactions:  §0.000
appear. Use Reallocated Transactions: 6.4 3 %Final Aproved Transactions: 0.0% 0.0%
% Reallocdted Transactions: 1002 100.0% o
the arrow to b " Eom T tion M ¢
. pen Adboun rom Ifransaction Mianagemen
d'SP'ay other : “Transaction List” The user can
options. [+] Search Criteria Return to top ; reallocate the transaction by Selecting
T the “Accounting Code” Link
To see all (-] Transaction List Retum o top
your- Recordsl -3 of 3
pending Chack il Shoun | Unchedcall Shamn
transactions, Select Status ApprovalStatus Trans Posting Merchant City/State Amount Detail € PurchaselD ®  Accounting Cotle
select the D Date Date

option “All”. ] " Pending 0B/0G*" 0611 CMS COMMUNICATIONS INC - CHESTERFIELD, MO ® 4700000000046406 | CED9 87 01001 AD01 CCC PCI0101]
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.
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Pending .," 06/08 06/11  CMS COMMUNICATIONS INC ,C.HESTERFIELD, MO (0] 4700000000046406 CED9 87 01001 0000 CCC PClAAAAI12345

0
®) Disputed (A i
(D) Disputed (A Rearloca!eti:@i@ Trans Detail Level

o+
Check All Shown | Unchedk 8l Shown

Q
Q

Records1- 303 ¢
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Reallocate Mass Reallocate Pull Back




This page shows the accounting string. You can re-allocate a transaction on this screen.
Click the “spy glass” next to the Line Of Accounting or the BOC segment lines. Clicking

the “spy glass” allows you to search for other valid accounting codes or BOCs.

"Tra.nsaction Management
Transaction Detail

.
e

|
# Log Out

bd

Product: Pur Card

Card Account ﬂunbe.l’:'.. 6884, Jehn Emith

Transaction Surmmany

Status Tran Date Posting Date Merchant

OBI0G 0611

City'State

CM3 CDMMUNICA?’!'DNEINC CHESTERFIELD, MO §3.21

Switch Products
Suyitch unts

Amount Detail &+ Purchase D A

4Z00000000046406 (Ax

Accounting Code

CEQ9 87 01001 ADD1 CCC PC|0101|
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The user can reallocate the transaction segment
value by selecting the “Spyglass” Icon next to

v
‘e,
3
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Thé Allocabores lab prowdes B ababty 1o realocate a ransachon by changing fie accounting mipomabon i
allocbe an amount o 3 dlerent cest cender. The realiocalion can be o cne or lo mulliple sccouniiey codes

Aftar a0ding, modiing of deleling alocaBons, chik he “Save ABDC Stions" bulon 1o S chanpes

"= néquiréd

Mincation Sounte: Uiser Last Changed By
Remie Percent  Prepopulated Accounting Code Selecton
Cusrent Hame

ro 121 o[ 10000y

0 Sems
Tokal Allacated ;I ¥4 | 100.001% Bpoly Accourting Code 1 'I @
1l 00 000%  Addimonad Soratons) R A

Hote: Rows masked for delebon ane subtradied fom Tolal Allocated and Amourt Remaining vakses

Amoant Remaining

the segment value they want to change.

The Segment Value Search works the same as
outlined in the slides for the "Cardholder Account
Maintain Default Accounting Code” Search

TIP: The user can select their ‘Favonte” to
reallocate the transaction, which requires no
searching on segments for values




Performing a Search on the LINE OF ACCOUNTING segment using the Search
Type: Contains option — searching on a single code value

To perform a search, from the “Allocations” tab, the cardholder clicks the “Spyglass”
next to the LINE OF ACCOUNTING segment to navigate to the “Transaction Detail Search
& Select Valid Value” screen.

To search for the Accounting Code, it is suggested that you enter a unique segment
value for your agency, such as the PROGRAM (9) code or JOB (8) code in the Line of
Accounting field. Enter the full or partial segment value in the LINE OF ACCOUNTING

\J

You do not need to enter in the trailing space positions if your code value length is less
than the maximum number of positions allowed

: The “Search & Select Valid Value” search feature will work the same way for
Cardholder Account Setup & Maintenance “Default Account Code” and My Personal
Information “Accounting Code Favorites” (shown on slides 6 & 7).




Below is an example of a Search criteria using the Contains option on a single (unique)
code value, such as the PROGRAM code.

The “Spyglass” Icon will bring the user to the
“Cardholder Accounts Search & Select Valid Value”
screen.

Cardholder Accounts To Search for a Value, the user keys in the value and
Search & Select Valid Value : : Selects Search Type: “Contains” and then Selects the
[ Giiert Reistionahi: H “Search” button

Enter full or partial segment values, segment valuexescriptions; or leave blank to viev aen
click the “Search™ button . :

Tip: Search on the part
_ " . of the value that is
L LT unique within the Line of

Description: -
Search Type: |1 i Accounting
|Cnntains 'l H

The list of value(s) that meet

the search criteria are available

for the user to “Select” the
value

Select a valid value from the results lis'* |

Records 1-1 011
LINE OF ACCOUNTING Value Description

Select | CEO9 87 01001 A0D1 CCC PC
J
Records 11 o141

<< K to Maintain Def:




Upon clicking the Search button, Access Online will list the value(s) that meet
the search criteria, based on the cardholder’s hierarchy.

accounting value.

Search

Cardholder Accounts
Search & Select Valid Value

The “Spyglass” Icon will bring the user to the
“Cardholder Accounts Search & Select Valid Value”
screen.

To Search for a Value, the user keys in the value and
Selects Search Type: “Contains” and then Selects the

| Client Relaticnship:

“Search” button

click the "Search” buttan

Enter full or partial segment values, segment value descriptions, or leave blank to viev «En

Tip: Search on the part
of the value that is

Value: |ADO!
Description:

Search Type; [

|Con1ains "I

unique within the Line of
Accounting

Display |25 'l Values per page

Select a valid value from the results lis*® ..

Records1-1011
LINE OF J_i_(‘._(f_f_.'l_ll{l] ING Value Description
Select | CE09 87 01001 ADD1 CCC PC

Records 1. 1 0f1

<< k 1o Maintain Defayl

The list of value(s) that meet
the search criteria are available
for the user to “Select” the
value




Click the Send Request button to complete the request.

Once the value has been selected by the user, they
Cardholder Ac¢counts are returned to the “Cardholder Accounts
R S e Maintain Default Accounting Code” screen with

Gy N Snd Wit & 6361 John Smith the new selected segment value

Maintain defaull Hl:tﬂll:l.l'lﬁﬁﬂ code, then send the request

Product: Purchasing Bank: 3033
Mame: John 3mith Agent: 0995
Status: ""-OPEN; Compam: 10041

*= required

Segment Hame (Length)

LIME C
ICEEIE B7: 01001 A0

F ACCOUNTING (51)

Q. gearch forjalid value

Detauh nnémmm Code Comiments:

To complete the maintenance, the user
selects "Send Reqguest”

Hote: the maximurm amount of -~ els allowed is fos




Performing a Search on the LINE OF ACCOUNTING segment using the Search
Type: Contains option — searching on multiple code values

To perform a search, from the “Allocations” tab, the cardholder clicks the “Spyglass” next to

the LINE OF ACCOUNTING segment to navigate to the “Transaction Detail Search & Select
Valid Value” screen.

\J

To search for multiple code values, the cardholder will be required to leave the appropriate
number of spaces in between each value.

The LINE OF ACCOUNTING segment has a total of 61 positions, comprised of:

AGENCY (2), BBFY (2), EBFY (2), FUND (6), ORG (7), SUB ORG (2), PROGRAM (9), JOB (8),
REPTG CATEGORY (4), COST ORG (7), COST SUB ORG (2), DIVISION (4), SEC1 (4), and SUB BOC
(2)

\

For example, in order to search for the ORG code and JOB code combination, the cardholder
would need to know the order of the codes and the total number of space positions
between the codes. Positions 13 — 38 are made up of ORG (7), SUB ORG (2), PROGRAM (9)
and JOB (8). Therefore, the data would be entered as: “1234567 12345678",

which includes the 11 space positions between the ORG and JOB codes.
N
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Performing a Search on the LINE OF ACCOUNTING segment using the Search
Type: Contains option — searching on multiple code values (Continued)

You must enter in the trailing space positions for the first code IF the first code value
length is less than the maximum number of positions allowed. You will also need to
account for the remaining space positions in the spaces you leave between the codes.

\J

Position 13 — 38 is made up of ORG (7), SUB ORG (2), PROGRAM (9) and JOB (8).

If your ORG code was only 4 positions long, the data would be entered as:

“1234 12345678"”, which includes 14 spaces between the ORG and the
JOB codes (i.e., 3 trailing space positions for the ORG code + 11 space positions
between the ORG and JOB codes).

The trailing space positions for the last code does not matter. Therefore, if your JOB
code was only 5 positions long, the data would be entered as:

\”1234 12345” (shown on slides 18 & 19).

: The “Search & Select Valid Value” search feature will work the same way for
Cardholder Account Setup & Maintenance “Default Account Code” and My Personal
Information “Accounting Code Favorites” (shown on slides 6 & 7).
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Below is an example of a Search criteria using the Contains option on multiple code

values, such as the ORG code and the JOB code, entered in the LINE OF ACCOUNTING

segment. -

The cardholder must account for all the necessary spaces between- each code value.
Otherwise, no valid vaIues would be returned |n thesearch results list.

U.S. Bank Access“" Online

Active Work Queue

4 0

Account Administration 3 - R b o Log Out

Trans ion Management Transactlon Deta“ ’.’ o o
Search & Select Valid Value ¢

Account Infl:lrmatll:ln 0
Reporting Enter full or partial segment va!ues, segn;lém value descriptions, or leave blank to view all valid values. Then

My Personal Information click the "Search” butfon. ..‘ L
LINE OF ACCOUNTING (61)

vailug: | [0102 B> 94603309
Descriptiof:
Search Type:

Home
Contact Us

‘ Contains

Begins with
Contains

Display | 25 |

Select a valid walue from the results list belows.

Fecords 1 - 1 of 1

LINE OF ACCOUNTING
Select 11 0102 946033209 0102

FRecords 1 -1 of 1

== Back to TM Allocations




the search criteria, based on the cardholder’s hierarchy.
Click Select to populate the LINE OF ACCOUNTING segment with the deswed
accountmg value.

Ebank

..y..n..-u ,..,.-d@'s

U.S. Bank Access Online '

Active Work Gueue

Account Administration x '
Transacuun Management Transaction D_eta“
Search & Select Valid Value

Accuunt Infurmatlun : uia : :
Reporting Enter full or partial segment values, segment value descriptions, or leave blank to view all valid values. Then

My Personal Information click the "Search™ button.

LINE OF ACCOUNTING (51)
vaiug: | [0102 94603309

Descriptios

Home
Contact Us Search Type: ]

Contains . i

Begins with
Display i 25 'i “alues per page

»
«
.
«
m (- ----------------------------------------------------------------------------------------------------- -

Select a valid value from the results list below.

Fecords 1 - 1 of 1

TINE OF ACCOUNTING
Select 1010294603308 0102

Regords 1 - 1 of 1

== Back to Tht Allocations




Click the Save Allocations button to complete the request.

The “Request has been successfully completed.” message will be displayed.

Q
Q

; ..h ' ‘ |
Transaction Managersient

Transaction Detail

Product. Purchaszing Card Swtch Products

Card Account Humber; =eessssszmzs 58.5.1, Jo ith Sesitich Accounts

|ﬂ Request has been successfully completed.
Transaction Sumimany

Status Tran Date Posting Date Merchant CitywState Amount Detail E»

Purchase ID A*  Accounting Code
0B/06 061 ChS COMMUNICATIONS INC  CHESTERFIELD, MO $3.21 4700000000046406 A% 41 0102 94603309 0101 [0101)

@ Dizputed @ @ Trans Detail Level (a> Reallocated

[ = N —
Summary l Alpcstons | Tremiacor Lee fems | Userleziens | Commesh | RPN SRy | Lesiad

Thit Allocabions 1ab provides the abiliy o readiotale @ ransattan by thanging B attuntng mformiabin io
allocabe sn amount 1o & differend cos! cénfder. The reallocation can be i ond 02 10 mufiple aciounting todes
You Can afocate amounts by doiar amount or percentage. Tolsl abocataon amounts mus! equat 100% ofthe Frandachon. To afiocale o sddBonal & 10ouning ooded, ¢ick e A0S bufoe
After adding, modiving or deleting aRocabions, chickthe “Save ABocations” buSon fo save thanges
*= required Miocation Source: User Last Changed By
Al Percent  Prepopulated Accounting Code Selection
Currésnt Mame

C ¢ I | T0000% |~Change Cuament Valoe-

hrogunti Cide . Seqrment Name i engh
Change lix Acoortr Code - Seqreent Namme e - B S
DT FAS LSE OMLYY <)

QL Seanh
| Romove ]

Toda! Aliocated % i | 10000 4 Apply Accounsing Code ] "i m
Amount Remaining ;:I oo I 000y Badition ! Mo aben(s) 1 1 m

Molez Rows manked for deleton are sublracked fiom Tolal Allocated and Amdunt Remaming values
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Step 2: Now select the Transaction Line Items tab.

Transaction Management
Transaction Detail

Switch Products

Product: Purchasing Card
Switch Accounts

Card Account Humber: ™ =**28881, John Smith

Transaction Sumimany

Status TranDate Posting Date .Merchant City/State Amount Detail &

06/06 0611 ..*"’ CMS COMMUNICATIONS INC - CHESTERFIELD, MO §3.21

Py

Purchase ID
4Z00000000046406 (a¥

A* Accounting Code

CEO09 87 01001 ADD1 CCC PC|01 01|

(a» Reallocated

@ Disputed W, @ Tuanf,tféiaih Level

7 — -
Euml Lipimeny | Tresadne Lo e [ Ughe e mmy [ Cn'w.:lT '-;s*:--a-n'g,-l (et Lo

Th Allocabiores 1t providers e aday ko reabiocate 3 ransaction by changing e actouniing informaton i
allocate 3n amocnd ¥o 3 dsSerend cost centie. The realiocabon an be 1o one or 1o mutlple accourtng codes

You tan iocals amaunts by dofias smount or pertentage. Total aliatabon amounts mis! equal 100% of e Yansachon. To aliocate ty addiional a covunkng codes, chckhi "AST butoe

Mher adding, moding of deleling aliocabons, chek the *Save Allocations® bulion 1o save changes
*= reguired Mlincalion Source: User LaiChanged By
et ounting Code - Segmint Kame {Limgiti

LINE OF ACCOUNTING {21}

Percent Prepopulated Accounting Code Selecton
Current Hami

PRiasminag
. Chang o

The user can reallocate the transaction segmeﬁl
value by selecting the “Spyglass” Icon next to
the segment value they want to change.

The Segment Value Search works the same as
outlined in the slides for the "Cardholder Account
Maintain Default Accounting Code” Search

g Farie
D (F RS LISE OMLY) 0

[~ Change Cument Value- CEW A oo A

f 12 o 100005

.

O0LFE

Caod Acount Default Accouniing Code |
LA FRVORITE

Todal Allacaled

jl i 10000 agplyAccourting Code j' m
1| 00 000%  Aagbonsl ABocationis) |_1 | Add

Amount Remaning

TIP: The user can select their Favorite” to
reallocate the transaction, which requires no
searching on segments for values

Hiotes Rows marked for deletion ane sublracted from Total Allocated and Amount Remaining valuss

Save Allotatons

IL EHL o Trir_\'zi!‘-'\:'. b




NOTE: this tab (shown below) will only appear if the merchant provides the information.
Review the information for accuracy.

Summary | Matched Order | Allocations | Transaction Ling ltems | User Line lfems | Tax Dala | Comments | Approval History

The Transaction Line terns tab shows the details provided by the merchant of all line dems with the transaction. This tah will only appear
Fhe merchant has passed the [evel 3 data about the fransaction

Raoords 1+ 3 of 3

Product ftem Gty Unit of Ut Line tem  Ling tem ‘oof Trans Mtem Commonty
Code  Description Measure Cost TaxAmount  Total  Amouni Code

0156556 SHEETPROTECTORNONETCKH 50000 NMB 5300 000 2995  B1.40% 0156556
0679824 CORWOD,12X25-PKSPINDL 20000 NMB  6.0000 000 1600 2746% 0679624
0933531 INDEXINGERT 11A83.CLEA 40000 NwB 21900 000 B76  15.03% 0933531
Records 1-3 of 3
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Step 3: Next, click the User Line Items tab.

Transaction Management
Transaction Detail

Product: ?-;g.:h;;i_qg Casd K Switch Products
Card Accourt Number: = ====2g081, Jehn Smith Switch Accounts

Transaction Summany

Status Tran Date Posting Date Merchant CityiState Amount Detail €+ PurchaselD A*  Accounting Code

060G 0611 CbﬁS COMMUNICATIONS INC  CHESTERFIELD, MO §3.21

4Z00000000046406 (A% CE04 87 01001 A001 CCC PCI0101]

@ Disputed @, @ Trans Detail Lt\nl.’“‘ Reallocated

hwr\] :.rs Teangacton L “P"'!-] Ly "UWJ-I 'Ha-r,] e

The user can reallocate the transaction segment
value by selecting the “Spyglass” Icon nextto

Thi Allocabons tah provides e abaily bo realocate a ransachon by changing e accoundng smdprmadsn i
allocte an amount 80 3 dserent cost center. Tha realiocalion ¢an be by one o o mulliple accounteg codes

After agding, mioding of gelsting aforadons, otk e *Save Alocations” bumon 10 save chanpes
Mlocation Source: User Lasi Changed By

Change I

the segment value they want to change.

The Segment Value Search works the same as

You can afiocae amounds by doliar amount or percentage. Tolal aliocabon amounts must equal 100% of e ransaction. To allocate by additional a coouning codies, ckek B AST buln outlined in the slides for the "Cardholder Account

_ Maintain Default Accounting Code” Search
S

Rimine (i Percent Prepopulated Acoounting Code Selecton Aetounting Code - Segment Name Lk
Current Hami LINE OF ACCOUNTING 1) 0 i) D (FRS LISE OMLY)

[~ hange Cument Value- E

Caed Account Default Accouring Code

— Fﬁ'ﬁ;ﬂ*\
Total Allocated 1] i 100.00 % Beply Actourting Code 1 'l m‘
Ammgunt Remiamning J g 000%  Aadionsl ARocationis) 1 EED

Fotes Riows: masked for delebion are sublracted fom Total Allocated and Amodunt Remaining values

TIP: The user can select their ‘Favorite” to
reallocate the transaction, which requires no
searching on segments for values

4« Bark o Trndachion Lt




The User Line Items sub-tab provides the ability to enter details about the purchase. If
you need to enter information for several line items, click the Add button and new rows
will display onthe tab. o mm— d

The system adds the transaction line item data to the User Line Items tab.

Save your work by clicking the Save Line Items & Line Item Allocations button.

[ user Line tems |

The User Line lterms and Line ltern Allocation are no longer available for editing because of one or more of the
fallowing reasons.

Usger Line ftems r Line tem Allocations

The User Line ltems sub-tab provides the ability to enter the details of the line itemns within a transaction

When adding a new line item, the default accounting code will automatically be assigned to the allocation.
After adding line iterms, click on the "Line Iterm Allocations” tab to review the allocations before saving.

*=reqguired
Populate From Transaction
Mumber of line items to add: | |l W

Remove Product Hem Oty Unit of Line item % of Trans em Commodity
Code Description * Measure s Total * Amount Code

0.00 %

Chede all shown | Unchack all shown

. 0.00 9
: _ 0.00 o

0.00 «,
Amount Remaining: 3 100.00 2

Note: The Item Description and Line Item
Total are the only required fields.

Total Transaction Tax

Save Line Items & Line Item Allocations <




The Line Item Allocations sub-tab provides the ability to reallocate the User Line Items.
This tab will allow you to modify transaction’s allocation to the DAC value by clicking on

the Set All to Default Account Code button, or by searching and selecting an Accounting
e S e S

The link above the allocations table will allow you to allocate the tax to a Single Tax Line

.
. *
WE R R RRRAASNRRRAANNNRRASNNAARASNNNRANANNAAAANNNAAANNNNAAANNNGAAANNNNAAANNNRAANSNSEAAGSNSEAsSssEEAASssES
.

] User Line ftems

The User Line tems and Line ern Allocation are no longer available for editing because of one or more of the
v,| following reasons:

o
*
o
‘0
Usgs Line tems | Line tem Alocations
0

the labels,

-
*
*
»

Allocate Tax as a Single Tax Line | Allocate Tax as Separate Line ltems Allocation Source: Allocation Rule Last Changed By: System

Hem Oty Unit Taxability Prorate Allocation % of Trans Acoounteg Code . Segrmend Namme {Lengthj
Description Cost Total Amount LINE OF ACCOUNTING ()

AN
0.00% NG 0N A0 CCCPC Q] fma| fas s Faertt
Tax E 0.00%
Freight , 0.00%

Total: . 0.00%
Amount Remaining: 321 100.00%

gt : Set All to Default Accounting Code Reset All Allocations
Total Transaction Tax: £ 0.00%

.? Save Line Items & Line Mtem Allocations

== Backto Transaction List
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mments tab.

Step 4: Next click the Co

-
0
0
u
u
0
0
0
0
u

Transaction Management

Transaction Detail
Switch Products

Switch Accounts

Product: Purchasing Card
Card Accourt Number: = ====2g081, Jehn Smith

Transaction Sumimarny
Amount Detail €

Status Tran Date Posting Date Merchant
0606 0611 CMSCQﬂﬂMUNICAﬁGNSINC CHESTERFIELD, MO §3.21

CityiState

Purchase ID
4700000000046406 (A* CE0A 87 01001 ADOH CCC PCIO101|

A*  Accounting Code

The user can reallocate the transaction segment

© pisputed @, @ Trans Detail Level B* Refllocated
5.-“#]‘5] -»::r.-:'sa "nw:nf'_.'em] gee _r!'e.'!.l Commenty | Sorel -r:‘,-| Gl o

Thi Allocabons tah provides e abaily bo realocate a ransachon by changing e accoundng smdprmadsn i
allocte an amount 80 3 dserent cost center. Tha realiocalion ¢an be by one o o mulliple accounteg codes

You can afiocae amounds by doliar amount or percentage. Tolal aliocabon amounts must equal 100% of e ransaction. To allocate by additional a coouning codies, ckek B AST buln

After agding, mioding of gelsting aforadons, otk e *Save Alocations” bumon 10 save chanpes
Mlocation Source: User Lasi Changed By

Percent  Prepopulated Accounting Code Selection Change ho: .
LINE OF ACCOUNTING f24)

0

Aetounting Code - Segment Name Lk

value by selecting the “Spyglass” Icon next to
the segment value they want to change.

The Segment Value Search works the same as
outlined in the slides for the "Cardholder Account

Maintain Default Accounting Code” Search

’ Fadrie
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Ramove
Current Hame
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[~ hange Cument Value-

Caed Account Default Accouring Code
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,j 121 10000%  ApplyActountng cose | :|' @
1.! pog 000+ Additional ABacatanis) |_1 m

Total Allacaled

TIP: The user can select their ‘Favorite” to
reallocate the transaction, which requires no
searching on segments for values

Ampoun| Remaining
Fotes Riows: masked for delebion are sublracted fom Total Allocated and Amodunt Remaining values
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Enter the Information on this page as follows:
(1) Conv. Checks TIN# - If a convenience check was written, enter the merchant’s TIN;
(2) FPDS_NG/SF281 - Enter “22” if the amount of the transaction is over $3000.

Contracting personnel shall prepare an FPDS-NG report.

Home Status Tran Date Posting Date Merchant City'State Amount Detail | €+ Purchase ID A*  Accounting Code

Contact Us 12405 12/08 UPS*000068246811292008 800-811-1648, GA $226.01 () :(Es 00006924681129200 (> FA[0S| |34 (02084 || ||| |5TO

(©) pisputed ) @ Tians petait Level EF Extracted (A% Reallocated

Sumimeary rAIchl:lns r Liser Line fems r Comments rAppmval History

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

Conv. Checks TIN#

I L

(ST
A

Commenis Field 3
[Weeldy shipments ending 11/29%/08

(I 1

Goods Recwi Date
12/04/2008]

NI U
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Enter the information: (3) Comments Field 3 and (4) Goods Recvd Date
Then click on Save Comments. Select the Summary tab.

.

K

Home Status TranDate PostingDate Merchant City/State Amount Detail €+ PurchaselD A+

Contact Us 1205 12/08 UPS*000069246811292008 800-811-1848, GA $226.01

Accounting Code

() &+ 00006924681129200 (A* FA|09] |84 (02084 ||][]]]|STC

(© pisputed @, @ Trans Detail Level EF Extracted B Reallocated

Summary rAlumiluns r User Line tems r Comments rApmoval History

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

Conv. Checks TIN#

If a convenience check, enter the
merchant’s name, address, city,
state and zip code. Also enter the
DCIA waiver code. Otherwise, leave

blank.
Goods Recwi Date
12/0472008] |

Comments Field 3
(Weeldy shipments ending 11/29/08

Enter the date the
goods/services were received.

o Save Commnts )

=< Rark tn Transartinn | ist




(SFE), the General Ledger Extract (GLE) and/or the Payment Extract (PE).

A transaction will have the Extract symbol @next to it if there is any of the 3 Extract

Transaction Summary

Home Status TranDate PostingDate Merchant City/State Amount Detail €+ PurchaselD A Accounting Code

Contact Us 12106 FEDEX 851110395370 B00-4633339, TN §2020 (@ (€ 851110395370 (A* FAI09| 8402084 |11(|1ISTO IPCI2240]

© pisputes @, @ 1ians Detail Level EF Extracted A¥ Raaliosated

Summary | Abocations | Transaction Line tems | User Line tems | Comments | Approval History |

The Summary lab shows high-level fransaction information,

To approve and forward the fransaction, click "Apprave,
To initiate a dispule, click the "Dispute” button.

Transaction Reference Information

Date: 1206/2008 Billing Cycle: Open

Purchase ID: 851110395370 Posting Date: 12/08/2008

Total Amount: 20,29 Reference Number: 24164078341741073603602
Memo Post: Yes Authorization Number: 068101

Sales Tax: ; Extract Date(s)
i Most Recent Standard
Financial Extract:
...................... > General Ledger Extract; L
Payment Extract: 1210952008
800-4633339, TN
Transaction Type: SALES DRAFT Currency
MCC Code: 4215 Source Currency: 1.5, Dallar
MCC Description: COURIER SERVICES- Source Currency Amt: 2029
AIRIGROUND




If the transaction fails to extract (because of invalid accounting), then it will only
populate a date in the Most Recent Standard Financial Extract field.

If the transaction has been re-allocated to a valid accounting code and is Paid, then it will
populate a date in the General Ledger Extract (S8) field.

If the accounting code is valid and the transaction is extracted and sent to FFIS for
payment, then it will populate a date in the Payment Extract (P8) field.

Click the Approve button. This will send you to the screen to select your approver.

My Personal Information Trans List

.

.

‘I'fansacﬁm Sunmmany

7 P Status Tran Date Posting Date Merchant City'State Amount Detail €&+ Purchase D A Accounting Code
0

Contact Us 4 12706 12408 FEDEX 851110385370 800-4633339, TW §$20.29 (@ Er 851110395370 (A» FA|09] |84 |02084 ||]]||]ISTO |PCl2240|

] = =
(@Y pisputed @, @D Tians Detail Level EF Extracied D% Reallosated
.

';-marv T Alocations r Transaction Line kems r User Line kems r Comments r Approval History ]
.

.
The Summary tab shows high-level transaction Infarmation,
.

Tp approve and forward the transaction, click "Approve”

Te initiate a dispute, click the "Dispute” button.

Transaction Reference Information

Dalte: 1200652008 Billing Cycle: Open

Pukchase ID: 851110395370 Posting Date: 1200852008

Tofal Amount: 20.29 Reference Number: 24164078341741073603602
Melno Post: Yes Authorization Number: 066101

Salés Tax: 0.00 Extract Date(s)
Freight: 20.29 Most Recent Standard
H Financial Extract:

Merchant General Ledger Extract:

Mame: FEDEX 851110395370 Payment Extract: 12/09/2008

City/State: B800-4633339, TN

Transaction Type: SALES DRAFT Currency

rMCC sode: 4215 Source Currency: S, Dollar
COURIER SERVICES- Source Currency Amt: 2029
AIRIGROUND

Dispute Sales Draft Regquests

Dispute information only reflects the last dispute filed . none
far this transaction. More information available in
Dispute History.




Click Select Approver.

.
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S. Bank Access Online
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Enter the Last Name of your approver (supervisor); then click Search.

.
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@ba“ k U.S“Deﬁartment of Agriculture

i e S Ginsrmnms (5]
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U.S. Bank Access  Online

Active Work Queue H
Account Administration H :
Transaction Management Appl_’ove Transactlﬂn(ﬁ)
TearEaEhon Lt Search & Select an Approver
Account Information ot
Reporting Enter the approvers full or partial name, grledve hlank to view all users, Then click the "Search” button

.
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My Personal Infarmation . .
Last N¥fe: FitstName:
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Home
Contact Us
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Official’s name does not appear in the list,iclick on the Back to Approve Transactions
link and contact your LAPC for assistance. :

N Q

Approve Transaction{s)

Search & Select an Approver

'_ Enter the approvers full or padial narme, ar Ie..ér-.-'e blank ta view all ug’ers. Then click the "Search" button.

Last Mame: First MHame: s

3 |
@

Please select an approver fram the r.ésults list belows.
. :

F-tecn:'v51 -F ol T &

Q

Select Approver Hame

Jones, Kate .
Anderson, Richarn::l.::
Lopez, kark
Johnson, DDI“IEIII:!:':

Ohdalley, Edn &

g

Schmidt, Henry
James, .-ﬂhr'll"lE'::

Records 1 -7 af 7 .'.

Q

- _ K <...| PLEASE NOTE:
S asb.i"':'ur HEtrsit appihnes You can set your AO as your default approver.

Q
Q

Select Approver o

>
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Transaction Management
Approve Transaction(s)

Please select an approver fo forward these transactionis) to or "Cancel” it you do not want to approve / forward
these transactions atthis time:

“= reguired

Approver's Name™ Anderson, Richard  Swilch Approver

Summary of Transactions to be Approved
Murmber of Transactions: 1
Total Dollar Amount $80.93




FYCTTRIETLIT
"

“Approved” transactions will be designated with a Re-allocation symbol in the far
right column only when you re-allocate the transaction (i.e. chang&the accounting).
Transactions are sent to FFIS for payment on a nightly basis and will have an Extract .-

symbol 9 } on the transaction detail line.

a
»
0
0
0
-

A Approved [EEEPRODUCTS & SERVICES  800-678-4333, NJ ; VQFA3DBI4CES A3 ETUSE10000 [ [ IR ] [2523]

Lpproved AMER SOC CIVIL ENGINEERS  800-548-2723 VA 3296.00 ASCEP0129052 ABL L1 181U5EA000L [ || IRU | 2660

G

VEGE3CID596C 150 1191U532007] [ || IRU (12523

2 e
G

Appraved | THE PERFORMANCE INSTITUTE  703-8040481, VA $897.00

Final Approved | CTO*GOTOWEBINAR.COM 800-263-6317, CA  309.00 96734904RTRZITKS 15011119105 10000( || [IRLI ] [2540]

S
G

Approved | CTO*GOTOWEBINAR.COM 800-263-6317, CA  399.00 7916398758585YZC 150 181U510000(] [ |11RU112540]

()
G

Approved INFORMATION FORECAST INCI - 818-8884444 CA  5245.00

S
G

V8JE3B2436D5 150 191U561007] ||| [IRUH] 2523

Approved CTO*GOTOWEBINAR.COM 800-263-6317, CA  399.00 62094491HR12H025 A5 1910521000] ||| [IRU [ [2540]

)
G

Approved J NARUC 202-3982203,0C  §205.00

@

000014 15[ [191U522007] [ || IRU][2523]

Approved 23 01126  NARUC 202-8982203, DC 0ooooz2 150 119105320071 ||| RU 112523

@ &
¢ & g

Aporoved 01123 NNA®NATL NOTARY ASSN 800-876-6827, CA 7999469 1501 181U5210001 [ [ | IRU [ 12570}

Final Approved 0112 CTO*GOTOWEBINAR.COM 800-263-6317, CA 43351862RPKREOYT A3 1910510000 [ [IRL [ [2540]

e &

Approved 08 0112 OMEGAPERFORMANCE TO4-6721400,FL  $105.00 50765 131970521000 ||| [IRU [ |2324)

Final Approved 07 0108 DJYWALL STREETJOURMAL  800-568-7625 MA 57478

@

495B3790-E4E5 15[ [H191U5100001 1| [IRU1]Z660]

R R R e G O R I (L L

Final Approved 1230 NRECAZ 703-9075893 VA 3689.00 322122915280001 15011118105 100001| [ | IRU [ 12500}

> > I > D> O O O O O I O O I O

i
L= 1E =

Final Approved 1212 CTO*GOTOWEBINAR.CON 800-263-6317,CA  §99.00 25708545R0I64RA3 1S 9US 10000 IRU [12540]

@ Disputsd (A% Resllocst=d @@ Trans Detail Level (Ef Extracted 5 Resllocstion Lodked

Chede All Shown | Unchedk All Shown

Records 1- 21 of 21

Mass Reallocate Pull Back




You have successfully ‘Re-allocated’ and/or ‘Approved’ a
transaction.

Additional information on the Charge Card Service Center including News,
Notices, POC Lists, Guides & Reference Material, Training Information, etc...
can be accessed at http://www.da.usda.gov/procurement/ccsc/.

——
= = "

Please contact the ccsc@da.usda.gov. with questions or concerns.
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