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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Contact Us Welcome to Access Online!

Login ° :
Flease enter the information below and login to,dedgin.

-

User|D:

Faszword:
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Forgot your password?

Eegister Online

WebsitefHrowser Requirements
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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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U.S. Bank Access Online

Active Work Queue

Account Administration

Transaction Management Mess age from U.S. Bank

Account Information E . e

Reporting . O user ID has been successfully added. S‘if;ﬁilg: iiﬁt

My Personal Information
Welcome! You are viewing Access Online, the latest innovation in our complete set of commercial card tools.
Access Online is a web-enabled program management and reporing tool offering a feature-rich platform that
can he easily configured and deployed to meet the unigue needs of our clients, Qur clients have the ability to
implement the features and functionality that best support andior enhance their business processes, Access
Online hamesses the power of the Internet within a secured enviranment bringing our clients online access to

z"":e - their payment solutions amtime, anywhere When our clients are ready, sois Access Online.

ontact Us

Message from U.S. Department of Agriculture
SmannPayiE2 (SP2) is herel Stari using new account feard today Remember to register your SP2 account to
your Access Online User ID
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To locate transactions, select Transaction Management.

Then select Transaction List.

Personal | Business | Insttution / Government | About US. Bancorp

U.S. Department of Agriculture

Ebank;,
U.S. Bank Access Online

Active Work Queue i -.

Account Administration T[ﬁnﬁaﬁﬂﬂn Mﬁnﬁﬂﬁmﬁn.ﬁ

erment

>count Information
Reporting
My Personal Information

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

Home
Contact Us
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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 Transat:tlon M anagement
T Card Account Summary with Transaction List

Information
Reporting
My Personal Information

Card Acoount Number; ™= *2384, CAROL ADAME

-1 Card Account Summary

Home Atcount Number, ©..2364
Contact Us Account Name; CAROL ADAMS

ABilling Cycle Close Date: Imzl

> Total Transactions: §840 11 5

. +| Reallocated Transaclions: $0.00 0
ELEs T LIGLE % Reallocated Transactions: 0.0% 0.0%

Youcan
change the;
Billing Cycle | 1y ggareh critena Retum o top
Close Date to
see all I-] Transaction List
transactions S
that have not Chick all Shown | Unchadk All Shown
been approved
/re-allocated D
by using the Pending UPS*0000692468 800-811-1648, GA §583.47
drop-down ,
Pending UPS"000069246811202008 B800-811-1648, GA §226.01
menu and
FEDEX 867358699940 B00-4633333, TN §5.17

selecting “All”. Pending
Pending FEDEX 851110395370 800-4533339, TN $20.29

FinalApﬁ?nvedTransactinns: §0o0o0
% FirlaTApproved Transactions: 0.0% 00%

® Open Account

Betum to top

City/State Amount

Select Status Approval Status
]

Burchase 1D

REF # NOT AVAILAB
00006924681128200
8673586958990
851110395370




This screen will list all your open transactions.

The Approval Status will show “Pending” or “Pulled Back”.

Select theitransaction you want to “approve” by clicking on the Trans Date.

.
.

Active Work Queue
Account Administration
Transaction Management #

Transaction Management
Card Account Summary with Transaction List

.
.
.
.
.

Account Information

Reporting
My Personal Information

“‘i Card Account Number: === *23684, CAROL ADAMS o i

.
.
.
.
s
v

<] Card Account Summary

.ﬂwc&a‘:nl Murnber @ 2364
Accognt Name: CAROL ADAMS

y Billing'Cycle Close Date: |0pen 'i m

Total Trinsactions: $907 51 6
Reallocaled Transaclions: $0.00 0
NOTE: % Reallobated Transactions: 0.0% 0.0%
Only the ® open ac‘&‘bunl

current p

Home
Contact Us

PLEASE

FinalApprovsgl,‘ﬁansactiuns:
% Final Apprdved Transactions: 0.0% 0.0%

§0.000

Billing Cycle I+ Search Criteria

transactions .

-] Transadtion List
appear. Use 5

the arrow to
display other
options.

.
.
Records 1.8 of & 3,
.
Chede All Shown | Unched All Shown

Select Status - Approval Status Posting

= : | Date
Pending
Pending

Merchant

METRO OFFICE PRODUCTS
UPS*0000692468
UPS*000069246811282008

To see all
your
pending
transactions,
select the
option “All”.

Pending
Pending FEDEX 851110385370

Pending FEDEX BBT358700005

Pending FEDEX BET352699930

City/State Amount

B77-6387641, TN $67.40
800-811-1648, GA

BO0-811-1648, GA

§583.47
§226.01
200-4633339, TN
800-4633339, TN
BO0-4633339, TN

$20.29
$5.17
$5.17

Purchase ID

EGAKGPR328E

REF # NOT AVAILAB
00006924681129200
851110395370
867358700005
967358699990




Step 1: The first screen shows a summary of the transaction you have selected to work

with. Click on the Allocations tab.

Transaction Management * Log Out

Transactiorn Detail

Prochuct: Purnchasing Cand :
Succoisnt Mumber: 4242123412241 234, JAaMNE DOE

» Prosting Date BMerchamnt CitywState SLrrvoasEret i chvase D Ar  Aocowsviing Codde
OFF22 OFFICE DEPOT #2287 BLUE ASH, OH 35827 00287148475
D M.-blr:hed Mk Exception (A% Reallocated

Sumimany r Matched Order r Adlocations r Transaction Line llems r User Line items r Tax Data r Cormmeents

The Summany tab shows high-level ransaclion information

The review stalus cannot be changed because the review day limmit has been reached.
To approve and forswanrd the ransaction, click “Approwe™

To inftiate a dispute, click the "Dispute Transaction™ link

Tramsactiomn Referance Informatiorn

Date: OFFZOF2005 Billing Cyrclec Open

Purchrase ID: Q00287148475 Posting Date: O7Ff22/2005

Total Armvowntz 58 27 Referemnce NMurmber: Z44 45T 45202192048565539
Authorization Number: 000955

~Eermo Posit: es
Extract Date(s)

Sales Tasc g-gg Most Recent Standard Financial Extract:
Froigi: " General Ledger Extract:

rlerchant Currercy
MName: OFFICE DEPOT #2287 Source Curmencyt .S, Dollar
CityrState: BLUE ASH, OH Source Currency Amit: S8 27
Tranmsaction Type: SALES DRAFT
FACC Code: 5943
MICC Description: STATIONERY

STORESUPPLIES

Dispute Sales Draft Requests Dispule Transaclion
Drispule informmation is onby reflected for - none

dispultes submitted through this system.

- none




This page shows the accounting string. You can re-allocate a transaction on this screen.
Use the scroll bar to move the screen left or right to view the entire accounting string.

Transaction Summani

Status Tran Date Posting Date Merchant City/State Amount Detail €+ PurchaselD A*  Accounting Coide

12408 12108 UPS*000069246811202008 800-811-1648, GA $226.01 () (&# O00006924681129200 (A% FAI09] |84 |02084 | ||| 1] |ISTO |PCI2240|

© pisputed @, @ 70z Detail Level EF Bxtiacted A Reallocated

Summary Allucationsj l’uwmemns r Comments rApprawall-ﬁslow

The Allocations tab provides the ability to reallocate a fransaction by changing the accounting information to
allocate an amount fo 2 different cost center. The reallocation can be to one of to multiple accounting codes.

You can allocate an*E:uums by dollar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click the “Add” button,
After adding, mudiﬁ;ling or deleting allocations, click the "Save Allocations” button to save changes.
"= reguired ' Allocation Source: User Last Changed By, ADAMS, CAROL L
Amount Percent Accounting Code - Segment Name (Lenith)
AGENCY (2) BBFY (2) EBFY (2) FUND (&) ORG (7) SUB ORG (2) PROGRAM (3)

22601 or | 10000 [2084 Q@ ] Q

Q, searh

Remove

U

By scrolling right, you will be able to view the rest of the accounting string.

TotalAlocated: | g[ 22601 | 10000%  ApplyAccounting Code:] g Aeely )
AmuuntRemaimng:i $| 0.00 | 0.00 % ﬁf}di‘sinnalmlucatinn(s):! 1m

Note: Rows markedTor deletion are sublracled from Total Allocated and Amount Remaining values,

Save Aﬂacaﬁun

=< Backto Transactin[i List

R27 0b17 0 uzhb col 11




Check the accounting segments. Enter your document control number (may also be
referred to as your agency reference number or agency log number) in the field
designated as DCN (FAS only).

Pull the scroll bar back to the left side of the screen to begin the search.

|PC|2240]

B Add" button,

PROGRAM (=) REPTG CATEGORY (4) COST ORG (7) COST SUB ORG (=) DMASION (1) SEC1 (a) SUB BOC (2) BOC (4)

Accounting Segments




Click the “magnifying glass” next to any field on the accounting segment line. Clicking
the “magnifying g'lgss" allows you to search for other valid accounting codes.

.
.
.

Transaction Summany

Status TranDate Posting Date Merchant City/State Amount Detail €+ Purchase D A*  Accounting Coile
12105 12108 UPS*000069246811292008 800-811-1648, GA $226.01 () (E» 00006924681129200 (A FAJ09| (84 (02084 ||]|111ISTO |PC|2240|

4
i e By
© pisputed W, @) Trans Datail Level EF Extracted A* Rallocated
.
.

Summary | Allocations I’Usetheaems r Comments [ Apb-avall-ﬁslow |

The Allocations tah provides the ability to reallocate a transiaction by changing the accounting infarmatian to
allocate an amount to a different cost center. The reallocatiol can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percenlage.Toisl allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click the "Add” buttan,
After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes,
"= required Alocation Source: User Last Changed By: ADAMS, CAROL L

Remove Amount Percent Accounting Code - Segment Name (Length)
AGENC BBFY (z) EBFY (2) FUND (&) ORG (7) SUB ORG (2) PROGRAM (3)

22601 or | 100005 2084 Q

Q, search

Remove

Total Allocated: ol 22601 | 10000  ApplyAccounting Code: |

Amount Remaining: 5 000 | 000 Additional Allocation(sy, | 1 R

Note: Rows marked for deletion are subfracted from Total Allocated and Amount Remaining valugs.

Save Allocations

== Backto Transaction List

R27 0b17 0 ush col 11




To narrow and expedite the search function, at minimum, it is suggested that you enter
:1"/AGENCY and SEC1 fields. Limit your search criteria to 3 segments or less.
. | Next click Search. ...

.
-
-
S

T
......
e
Perzonal | Bus s | Institution / Government | About U.S. Bance

U.S. Department of Agriculture

U.S. Bank Access" Online 2

Active Work Queue

Account Administration - i 1
T ansactiod Masoameat 'E:'ransactlon Detail
- ¥ = Search & Select Valid Value

Account Information . SEC1 field can
— The values of the segments listed below have an interdependent relationship which requires them to be be vi d
TSI SIT———l  Sdlected at the same time. Enter full or partial segment values, segment value descriptions, of leave blank to € viewe

vigw all valld combinations. Then dlick the “Search” button when scrolling

*Mote: Limit search criteria to 2 segments or less to the right.

Home 3 AGENCY (2) BBFY (2) EBFY (2) FUND (6) ORG (7)
Contact Us Value
Hescription
Search |
Type:! | Begins with Begins with Begins with Begins with Begins with v |

Display |25 ™| Values perpage

Search PLEASE NOTE:
If you know your Program Codes, delete the information appearing in
that space and enter the last 9 digits of the correct accounting code.

== Back to T Allocations




Use scroll bar at right to move to the bottom of the page to select the appropriate

----------------------------------------------------------------------------------------------------------------------------------------------------------------- -

accounting segment values. Click Select to populate the accounting segments in the
appropriate fields.

0

o
T
Q
D

g
Q

*Mote: Limit search criteriato 3 segr,ﬂknts or less
AGENCY (2) BBFY (2) EBFY (2) FUND (6) ORG (T)
Value: | |p3 i
Description: i ;'
Search | .."

Display |25 | Va}ﬁesperpage

«
Q
Q
Q
D
Q

Q
«
Q
Q

Select a valid@alue from the results list below

Q
Q

Records 1-2vef 2
K
Segment Value
AGENCY BEFY EBFY ORG SUB ORG PROGRAM JOB REPTG CATEGORY COST ORG COST SUB ORG
012635910
013635910

Type: EBeginsvgﬁﬁi w Begins with Begins with |» Begins with Eegins with w|

Records 1 -

== Backto TW Allgcations

© 2009 U.5. Bancorp R27.20b8.0 ush col 14




Select the Save Allocations button to save the change.

0 Request has been successfully completed.

Home Trargaction Summary

Contact Us
Stalus Tran Date Posting Date  Merchant CitwState Amount Detail €+ Purchase ID A+ Accounting Code

12106 12108 FEDEX 851110395370 800-4633339, TN §20.29 (0 Er 851110395370 (R FAI0S] |84 102084 | [1111115TO FCI2240]

© gisputes @, @ | rans petai Lover £F praractes A Heanocatea

H.ému‘v | Allocations r Iransachon Line fems r Lser Line tems r omments r Approval History ‘

Thie Allocalions Lab provides (e ability L reallocate = ansaction by changing e acoounting information Lo

altocate an amount to a different cast center. The reallocation can be to one or to multiple accounting codes.

Yau can allocate amounts by dollar armount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional aceounting codes, click th
Alferaamng_ modiffing or deleting allocations, click the "Save Allocations" button 1o save changes.

*a required Allocation Source: User Last Changed By, ADAMS, CAROL L

Fartime Amount Percent Accounting Code - Segment Name (Length)
AGENCY (2) EBFY (2) EBFY (2) FUND {g) ORG (7) SUB ORG (2)

2029 g | 100.00 %,

Qiﬁean:h

Tlglalﬂ.lluu:dlud. sl 2029 ‘ 100.00 o, Apply Accounting Code: |

AqiluuulRumaininu. sl n.oo ‘ 0.00 o, Additional Allorationl[gj:l 1 m

Nliier Rows marked for deletion are subtracted from Tatal Allocated and Amount Remaining values.

Save Allocations

] k {0 Transaction List




Step 2: Now select the Transaction Line Items tab.

" neprare amneng

My Personal Information

@ Request has been successfully cognpleted.

Home Transaction Summary
Contact Us
i Status TranDate PostingDate Merchant City/State Amount Detail €+ Purchase D A*  Accounting Code

12408 12108 FEDEX 851110395370 800-4633339, TN §2020 @ (& 851110395370 (A FAJ09] |84 02084 |[]]]]1ISTO [PCI2240)

(© pisputed @ 0D Trans petait Level EF Extracted A% Reallocated

. SUMmary | Alocations r Transaction Line tems r Uszer Line kems r Comments r Appraval History ]

The Allocations tab provides the ability to reallocate atransaction by changing the accounting information to

allocate an amount to a different cost center, The reallocation can be to one orto multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click thi
After adding, modifying or deleting allocations, click the "Save Allocations" button to save changes.

* = required Allocation Source: User Last Changed By ADAMS, CAROL L

Remove Amount Percent Accounting Code - Segment Name (Length)
AGENCY (z2) BBFY (2) EBFY {2) FUND () SUB ORG (2)

2029 or | 100004

Q) Seaich

Remove

Total Allocated: sl 2029 I 100.00 % Apply Accounting nge;l

Amount Remaining: 3l 000 | 000s additional Alocationsy | 1 LD

Note: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

<< Backto Transaction List




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

Summary | Matched Order | Allocations | Transaction Line ems | UserLine liems | Tax Data | Comments | Approval History

The Transaction Line [terms tab shows the details provided by the merchant of all line items with the transaction. This tabwill only appear
ifthe merchant has passed the level 3 data aboutthe fransaction,

Reoords 1.3 of 3

Product Rem Gty Unit of Unt  Line em Linetem of frans Mem Commodity
Lode Description Measure  Cost Tax Amount Total  Amount Coie

(156556 SHEETPROTECTORNONSTCKH 50000 NMB 58400 §0.00 2995  §1.40% 0156556
(679824 CORWOD,12¢25-PKEPINDL 20000 NMB 80000 §0.00 1600  2746% 0679824
0933331 INDEK INSERT 11:8.5 CLEA 40000 WNwmB 21900 $0.00 B76  15.03% 0833531
Records 1.3 of 3

15




Step 3: Next click the User Line Items tab.

My Personal Information

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

Contact Us 12006 12108 FEDE}{951‘1‘103953TU B00-4633339, TN $2029 @ r 851110395370 (A% FAJ09| (84 02084 ||[1]]1ISTO |PC|2240]

.
(@] Disputed @, (it Trans Detail Level \EF Extracted "‘f“ Reallocated

Summary T Allocations r Transaction Ling Rems r User Line tems r Commernts [’ Approval History ]

The Summary tab shows high-level transaction information,

To approve and forward the transaction, click "Approve",
To initiate a dispute, click the "Dispute” bution.

Transaction Reference Information

Date: 12/06/2008 Billing Cycle: Open

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

Total Amount: 20.29 Reference Number: 24164078341 741073603602
Memo Post: Yes Authorization Number: 086101

Sales Tax: 0.00 Extract Date(s)
Freight: 20.29 Most Recent Standard
Financial Extract:
Merchant General Ledger Extract:
Name: FEDEX 851110395370 Payment Extract: 12/09/2008
City/State: 800-4633339, TN
Transaction Type: SALES DRAFT Currency
MCC Code: 4218 Source Currency: .S, Dollar
MCC Description: COURIER SERVICES- Source Currency Amt:  20.29
AIRIGROUND

Dispute Sales Draft Reqguests

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




The User Line Item 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
displayonthe tab. e .
The system adds the transaction line item data to the User Llne Items tab. Save your."

o

work by clicking the Save Line Items & Line Item Allocations. "

( Bommary | Maichod Onder | Moy | Toumaacton Lina B | Linee Lve e [ Tn D [ Commnin | Apgraval Hatory |

| L L i tmmmﬂml

Th Uit Ling s subs Lab provides e sty o erber ihe dilals of i inn Arms wifan m 2 iansachon

"= rpgured

Hevmzae i o Eem iy Lindl i Ui Taouakuiify | i B Liew Ry Sood Diones  Rom Comemoify Disago Code Desiimatoon Code

W35 Uiy g e L Cios T A ] el Ciade

|! ro| | G . TR | |

ChuoLaiiatose | Unsbas il dose A A i 1% 0 | Blls  OuweceCodes @oner @Uss B%ss
 Remove Line a m® [ oms

15 | Bl
M7 | 01y

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

okl Tassuchon Tax. | 1M [ By

R Livid Méciod & Lt Mok Adbosl atwid

17




Step 4: Next click the Comments tab.

My Persﬁnal Information

Home
Contact Us

Status TranDate PostingDate Merchant

1206

FEDEX 851110395370, 800-4533330, TN  $20.28

City/State Amount Detaill €+ PurchaselD

Accounting Code

@ &r 851110395370 (A% FAJ0S| |84 02084 ||]]]]]ISTO |PCI2240|

O

o - = °,
© pisputed @, @ Tians Detait Level € Extracted B Reallocated,

Summary | Alocations | Transaction Line fems | User Line tems r?lommsm | Approva Histery |

Transaction
Date:
Purchase ID:
Total Amount:
Memo Post:

Sales Tax:
Freight:

Merchant
Name:

City/State:
Transaction Type:
MCC Code:

MCC Description:

Approve

To approve and forward the transaction, click "Approve",
To initiate a dispute, click the "Dispute” button.

12/06/2008
851110395370
20.29

Yes

0.00
20.29

FEDEX 851110395370
800-4633339, TN
SALES DRAFT

4215

COURIER SERVICES-
AIRIGROUND

The Summary tab shows high-level transaction information,

Reference Information

Billing Cycle: Open

Posting Date: 12/08/2008

Reference Number: 24164078341 741073603602
Authorization Number: 066101

Extract Date(s)
Most Recent Standard
Financial Extract:
General Ledger Extract:
Payment Extract: 1210972008
Currency

Source Currency: 1.5, Dallar
Source Currency Amt: 2029

Dispute

Dispute History.

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

Sales Draft Requests

* fone




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.

L esmsssssssEEE SR NN NS NN NN NN N EEE NSNS NN N NN NS NEEE NN EEEEENNENE NN NEEEEENEEEEEEEEE -

Contracting personnel shall prepare an FPDS-NG report.

Home Status TranDate Posting Date Merchant City/State Amoumt Detail | €+ Purchase ID A Accounting Code

Contact Us 12105 12/08 UPST000069246811292008 800-811-1648, GA $226.01 (D :Es 00006924681120200 (A% FA[09](S4 (02084 ||| ][||ISTO

© pisputed @, @ Trans Detail Level EF Exdracted A¥ Reallocated

Sumimsary r Abocations r Lizer Line fems r Comments r Approval 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#

VI

P

=
o <

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

(I 11

Goots Recwil Date
12/04/2008]

B

Il

<< Rarktn Transactinn | ist




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

.

L] ..
- i

............ mEmEEEsEsEsEsEEEssEEEEEsEsEsEEEEsEEEEEEEEEEEEEEEE

.

.

Home Status TranDate Posting Date Merchant City/State Amount Detail €+ Purchase D A% Accounting Code

Contact Us 1205 © 12008 UPS*000069246811292008 800-811-1648, GA $226.01 (D (&r 00006924681129200 (A% FA|09| 84 (02084 ||[]]]|ISTO

. :
@ Gisputed @, @ Trans Detail Level EF Bxdracted A% Reallocated

Summary | All:[;inns rLI:manelems r Comments r.&ppmval History

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

Conv. Checks TIN#

M

If a convenience check, enter the

; merchant’s name, address, city,

Comments Fielli 3 state and zip code. Also enter the

ieekly shipm?nts ending 11/29/08 DCIA waiver code. Otherwise, leave
= blank.

Goods Recvi Diate |
12i0472008] :

i

(S8

t*_l:\lﬂ

Enter the date the

goods/services were received.
Treasury Pymi:Details

E
A

IR

== Aark tn Trancartinn | ist




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

My Persﬁnal Information

Home
Contact Us

[l Status TranDate PostingDate Merchant City/State Amount Detaill €+ PurchaselD
F 12006 12008

FEDEX 851110335370 800-4633339, TN $2029 (@
D) pisputed @, @ Trans Detail Level EF Exhacted A Reallacated

At

Accounting Code

(E# 851110335370 (A* FAI09| B4 102084 |||1|]11STO [PC|2240]

.
H
g
]
A

Summary T Allocalions r Trangaction Line fems r Lzer Line tems r Commerits [' Appraval History ]

The Summary tab shows high-level trangaction information,

= To approve and forward the transaction, click "Approve”,

1 To initiate a dispute, click the "Dispute” button,

sTransaction Reference Information

=Date: 12/06/2008 Billing Cycle: Open

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

Total Amount: 20,29 Reference Number: 24164078341741073603602
Memo Post: Yes Authorization Number: 066101
Sales Tax: 0.00 Extract Date(s)
Freight: 20.29 Most Recent Standard
H Financial Extract:
Merchant General Ledger Extract:

Name: FEDEX 851110385370

Payment Extract; 120082008
e 800-4633339, TN

Transaction Type: SALES DRAFT Currency

MEC Code: 4215

Source Currency: .S, Dollar
MEC Description: COURIER SERVICES- Source Currency Amt:  20.29
AIRIGROUND

Dispute Sales Draft Requests
Dispute information only reflects the last dispute filed

* none
for this transaction. More information available in
Dispute History.




Click Select Approver.

[bank

I L = ¥ L T g |'_| :.
U.S. Bank Access Online

Riquies] S1alus D
A Work Cusse
Byl Adminmd s
Eccounl Rdriretrmtion
I'ransscion Managernem

(gl Exchangs

Eecaiinl lnler malian
Reporiing

A Fersonal infoumation

Haitss
Conlact Us

x
.
.
.
.

L5, Departrment of Agriculture

o i .
Transaction Management # Log Dut
Approve Transactionisi

Flagse aaiect an
hese Fansatbon

pperced B Torwasd Bacip trasiadonzh 1o ar Cantal Eyau do nolwand fo sphneve [ faran
| this S

.
.

"= reguiesd ~
ApprosRrs Name”  Geleg] AR

Semwmnaiy of Tiimvia<Biohis U6 be Bpproved
Mumbssr of Transachons, 1
Tolad Duaflar Anngeunt 360,00

| oamusomen ———— mer e |
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Enter the Last Name of your approver (supervisor); then click Search.

Ehank,,

U.S. Bank Access Online

Active Work Queue
Account Administration
Transaction Management

Account Information
Reporting
My Personal Information

Home
Contact Us

2008 LS, Bancor 3l

'’

Personal | Business | Instfution |.5. Bancorp

errmerd | Abo

o*

" U.S. Department of Agriculture

A

Appfove Transaction(s) * Log Out

Search & Select an Approver *

-

.
o

Enterthé approvers full or partial name,.aﬂéam blank to view all users, Then click the "Search® button,

Ey
-
o

Last M%E'

'
+*
‘Q
€ £

<= rove Transaction

FiratRame:

¢"‘|
.
.

-




Select your approver then click Select Approver If your superwsor ’s name does not

Approve Transaction(s)
Search & Select an Approver:

Last Marme: FlrstNa_lrne.

Search :

Flease select an apprwerfrnm'the results list beldw.

u
-
0
»
0
a

",Rec-:.rdm T of7 ;
N Jones, Kate 3
{ Anderson, Richaj.n:j

Lopez, Mark
Johnson, Dunaid

O'Malley, Ering

schmidt, Hergry
(" James, Ann

g
0
-
0
0
0
a
-
0
0
-
g
&
0
-
0
0
a
-
0
u
-
0
»
-
-
v
&
a
-
0
0
a
»
v
0
«
0
»
u

Records 1 - F of 7 :
' J PLEASE NOTE:
You can set your AO as your default approver.

™ Set selection as {/tuur default am:urmrer <&

Select Approver :
4

== Hack to Approve Transactions
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Click Approve.

Transaction Management
App;rwe Transaction(s)

F'Ie:aé'.e select an approver fo forward these transaction(s) to or "Cancel" ifyou do not wantto approve /forward
thesé transactions atthis ime:

"= rdgired

Appraver's Name:™ Anderson, Richard  Switch Approver

SuminawufTrans&clmmuﬂﬂprmd
Nurrer of Transactions: 1
ToaéDollarAmount 80,93
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The transactions you have “approved” will be designated with an in the far right

column only when you re-allocate the transaction (i.e. change the accounting). :

L g AL}

Account Mame: CAROL ADAMS

Billing Cycle Close Date: |0FBH '! m

Total Transackions: $907 51 B Final Approved Transactions: $246.30 2
Reallocated Transactions: $246.30 2 % Final Approved Transactions: 27.1%  33.3%
% Reallocated Transactions: 271% 333%

® Open Account

[+] Search Criteria

-] Transaction List

Records 1-6 of 6
All Sh | Uncheck All Shown

Select Status ApprovalStatus Trans Posting Merchant City/State Amount Detail Er PurchaseID
L) Date

Pending METRO OFFICE PRODUCTS 877-6387641, TN  $67.40
Pending 12008 UPS*0000892458 800-811-1648, GA  §582.47
Final Approved 12008 UPS*000069246811202008 800-811-1648, GA $226.01
Final Approved 12008 FEDEX 851110395370 900-4633339, TN $20.29
Pending 12008  FEDEX 867358700005 800-4633339, TN $517
Pending 12008  FEDEX 867358699930 800-4633339, TN $517

EGAKGP3329E :
REF #NOT AVAILAR
00006924681120200
851110395370 &
867350700005
867358699990

@eeeeee
§§§€GG§ G

(D) Disputed (A¥ Reallocated (i) (i Trans Detail Level (E# Extractad B Reallocation Locked

ChedAll Shoven | Unchedoall Shown

Records 1 -8 of 6

Mass Reallocate Pull Back




You have successfully ‘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/.

MSIH i‘! ffDi 2 UmtedSr tes ofAmeHC'x
866-39

el
'T_E npt

——
e |

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