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Use the following address to log in to Access Online:

= https://access.usbank.com. Enter the Organization Short Name (USDA),
User ID & Password; and click Login.
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https://access.usbank.com/

After logging into Access Online, you will be re-directed

to the Home Page pictured below.

= You will use the Navigation Bar in the left blue box to
navigate within Access Online.

Personal | Bu institution / Government | About IS

@bank U.S. Department of Agriculture

o i v gt (3 ) *

U.S. Bank Access Online o
e

Active Work Queue

Account Administration

Transaction Management M ess ag e from U' S Bank
Account Information

Reporting 0 User ID has been successiully added.

My Personal Information

K
W

* Log"ﬁlut '

Account Activity

Select an Account

Purchase Card

Welcome! You are viewing Access Online, the |atest innovation in our complete set of commercial card tools
e

Access Online is a web-enabled program managemant and reporting tool offering a feature-rich platform that
can be easily configured and deployed ta meet the unique needs of our clients, Our clients have the ability to
implement the features and functionality that best suppont andior enhance their business processes, Atcess
Online harmesses the power of the Internet within a secured environment bringing our clients online access to
their payment solutions anime, anywhere. When our clients are ready, 50 is Access Online

Home
Contact Us

Message from U.S. Department of Agriculture
SmanPay®2 (SP2) is herel Start using new account fcard loday Remember to register your SP2 account to
your Access Online User ID
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To access the transactions, select Transaction Management and

then select Transaction List.
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Select the transaction you want to approve by

clicking on the Trans Date.

U.S. Bank Access Online

g
L
e,

L
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Transaction Management
Card Account Summary with Transaction List
Account Number: 3004 CAROL ADAMS

Active Work Queue
Account Admenistration
Transaction Managemaent

B

Account Information

Reporting
My Personal information

I=I Card Account Summanry

© . 2364

Account Murmbier

Home
Atcount Name
$0.000

Final Approved Transactions
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Contact Us
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This screen will list all your transactions.

The Approval Status will show one of the four statuses: Pending, Rejected, Approved or Final
Approved. Ta reallocate and/or approve a transaction, click the Select box on the transaction
line you wantifo change and then click either the Reallocate or the Approve button.
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This page shows the accounting string.

= You can re-allocate a transaction on this screen. Click the spy glass icon next to the
Line Of Accounting or the BOC segment lines. Clicking the icon allows you to
search for other valid accounting codes or BOCs.

- Y - .
- \ 4 = =
Transaction Management * Log Out
Transaction Detail
Froduct: Purzhasing Card Syitch Ploaducl
Card Account Numbar; **=**=*=*ga84 lgha Smith Svatoh Accounts
Transaction Summarny
Status TranDate Posting Date Merchant Amount Detall €+ Purchase D A Accounting Code
0BG 0611 CMS COMMUNICATIONS INC  CHESTERFIELD, MO $3.21 n 4Z00000000046406 (R» CE09 87 01001 ADD1 CCC PCI0101]
B pisputed B, @ Trans Detail Lavel B* Rualiocated ~“The user can reallocate the transaction segment
1 eyy—— ( value by selecting the “Spyglass” lcon next to
o i - et s { the segment value they want to change
| The Segment Value Search works the same as
P P outlined in the slides for the "Cardholder Account
Maintain Default Accounting Code” Search
Peicend  repopulsied Aeoourtng Code Selecton Changaie Apoumteg ode - Sorrd Maw ] ooty
Corperd Hare e LINE OF ACCOLNTING & 1) s
Qb Can y ring Cos
:.'. D
I35 [0 el 8D TIP: The user can select their “Favorite™ to
el — e N —» = realiocate the transaction, which reguires no
—— ) = s searching on segments for values
Mot Fiows miariond for deled m Tokat i L ‘]
| St Adccatons |
s _ 4
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Performing a Search on the segment using the
Search Type: option—searching on a single code value

= Perform search from the Allocations tab, the cardholder clicks the Spyglass next
to the LINE OF ACCOUNTING segment to navigate to the Transaction Detalil
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.

= 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.

= Note: 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 and 7).
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Below is an example of a Search criteria using the option
on a single (unique) code value, such as the PROGRAM code.

= Enter the full or partial segment value in the LINE OF ACCOUNTING
segment. Select Search Type: Contains and click Search.

Search

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
Falivh & Salees Valld vl Selects Search Type: “Contains” and then Selects the
I Clamrd Hal wi onabep ) "Searﬂh" DUHG n
Ernbes full :"" partlal segment values, segment value descnplions, or leave blank to vie N
e Tip: Search on the part
I | of the value that is
Value: | LaDin s 5 3 §
T unique WIthln the Line of
Search Typa: | | Accounting
Contains =
Display [25 ] Values per page The list of value(s) that meet
the search critena are available
| Search 4 for the: user to *Select” the
___ value
Walue [Mescriphion
=« Biack i Maintain Detagll Accounbing Code
(. A
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Upon clicking the button, Access Online lists the value(s) that meet the

search criteria, based on the cardholder’s hierarchy. Click to populate the
segment with the desired accounting value.

Search

The “Spyglass” lcon 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
Saarch & Select Valid Value 5?'0‘:[5 Seamh T)fpﬂ: ncontainsn ar]fj 1”‘:"!"- Sﬁlk‘fcis “lﬁ'
[Git Auimonep “Search” button
Enter full or partial segment values, segmeni value descriptions, of leave blank fo vie o
oot s Tip: Search on the part
of the value that is
Value AN % " * ¥
“,”” o | unique within the Line of
Search Type | | Accounting
Contains -
Disptar [25 2] values per pags The list of value(s) that meet
the search criteria are available
=== for the user to “Select” the
_ value
Sebec] a valid value from he results liss "
L] wida 1 A
Walue Description
(. A
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Click the button to complete the request.

once the value has been selected by the user, they
Cardholder Accounts are returned to the “Cardholder Accounts
e Maintain Default Accounting Code” screen with
the new selected segment value

Client Relati onship: h Fe
[ Card Accourt Number; *esemse G861 Tohn Emith

Maintain defaull accounting code, then send the requeast

Product; Purchazing Bank: 3030
Name:  John 3mith Agent: 09495
Status: ""-0OPEM Compamy: 10041

"= required

Segmenmt Hame (Length)
LIME OF ACCOUNTIMNG (61) DM {FAS LISE OMLY) (6)

ICEEI*EI g7 010Mm A007

Q4 Search forvalid value

Default Accounting Code Comments:

To complete the maintenance, the user
selects “Send Request”

Mote: the maximum amount of = ulS allowed is 20w

== Backto Summare and Tasks
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Click the button to complete the request. The
message displays.

r

Transaction Manageme nt;:

Transaction Detaill

Eamitch Producds

Product: Purchawnng Caré
smsssmssame g ] 1 Eifich Acoounis

Card Account Mumbar: =

|ﬂ' Rixguest has heon successTully cormplotad ]
Transaction Surmimany

Status Tran Date Posting Date  Merchant CimySstate Amount  Detail E* Purchase ID A Rocounting Code
DB/0G o&M1 CME COMMUNICATIONS INC CHESTERFIELD, MO $3.21 ¥ 4700000000046406 (a% 110102 94603309 0101 [0101)
O Disputed ".-"-' 3 '-'1'" Trans Detall Lavel 'A% Reallocated
| %
ey | N M | o Lo e Lo ¥ ]
Tha Mz ¥ 3 - N bt ale & bar t Phg T ar ey od
% Fholie o ' - + r ¥ LT % of e BN T socaie 10 & i L
LT 3 F g By A = -y

F i s

P Ehmpopetatos hooontng Code Selectaon ; & Rigiaites (ode St Mavat L i
Curr el Mame 0 RE OF BCTTUNTING 1)

RIS PSE MY i}

r L | & Felir e - % a
o, S
3l b 5 & Ao A G Ao
—h : L g e )
T —— T
-
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Now select the

Transaction Management
Transaction Detail

Product: Purchasng C

snitch Products

Switoh Accounts

Card -ﬂcccn.lrﬂlllu.ﬂ'b:nr

Purchase ID Ar

Accounting Code

4Z00000000046406 (ax

CEO09 87 01001 ADD1 CCC PCI0101]

Transaction Summary
Status Tran Date Posting Date Merchant City/State Amount Detall &
0BME 0811 CMS COMMUNICATIONS INC  CHESTERFIELD, MO §2.21 n
D) pisputed WY W Tians Detall Lavel 'AY Realiscated
f I"
[ oy | apcmeny — = s - - [
# AB: a0 8 prowde B abely o realocae 3 TN g e kctoering wdtrmaont
allocate an armoust o Sererd cost cendir The realiocad e o8 muBsle Bt &

Petcent pepoputsied Accounting ( ode Selection Changele
Currenl Hame B LNE O BCCOUNTIG &

Aot Code St K (| ooty

,-”"The user can reallocate the transaction segment
value by selecting the “Spyglass” [con 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

i

DO (F RS LPSE CMLY) iy

btk ;

m LK E
o I3 (el ae — o =1 TIP: The user can select their "Favorite” to
—— = reallocate the transaction, which requires no
" ' LR searching on segments for values

Mot Fows mick dracted om Tokal Adotated and Amound Remimng vl

| S Abocatons |
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Note: The tab will only appear if the merchant
provides the information. Review the information for accuracy.

Summary | Maiched Order | Allocations | Transaction Line ltems | UserLine ltems | Tax Data | Comments | Approval History

The Transaction Line tems tab shows the detalls provided by the merchant of all line itams with the transaction. This tah will only appear
IThe merchant has passed the [evel 3 data ahout the fransaction,

Records 13 ot 3
Product ftem Oty Unitof  Unit  Linettem Lineltem %of Trans Mem Commodty

Code  Description Measure Cost TaxAmount  Total  Amount Code

0156856 SHEETPROTECTORNONSTCKH 50000 NME 5400 §O00 2985  §140% 0156556
0679824 CORWOD 12X 25-PKSPINDL - 20000 WMB 80000 00 1600 2746% 0679824
0933331 INDEXINSERT 11A85CLEA 40000 WMB 21900 J000  BT6  1503% 093353

Records -3 of 3
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Next click the

Transaction Management
Transaction Detail
Product: Prrchasing Casd
Card Acoount Humbar
Transaction Surmmary
Status TranDate Posting Date Merchant City/State Amount Detail €+ PurchaselD A Accounting Code
QBAE 06M1 CHWS COMMUNICATIONS INC  CHESTERFIELD, MO §3.21 4Z00000000046406 (A% CE09 87 01001 ADD1 CCC PCI0101)
o Ciaputed ".'.'_ U Trans Detsil Lewvel "A* Resllocated III,;'HJThE LISE'F can feamfa[e [hE transacuon Segmem
— - —— — { wvalue by selecting the “Spyglass” lcon next to
B i T e ] e | | e !  the segment value they want to change
# AlgC Ko b 3 i acthon B (R ik BCLOJRRNY PO e
llzcatt 30 an ria mulple wcourtng todes The Segment Value Search works the same as
g3 o et b ol arncun o pereentaae Tl mhocaton amcnss et sl 100 of e Bassacion, To aocae b sl accnns e dapenarnae | OUtliNEd i the slides for the “Cardholder Account
Mot 3iing, meciing o Goeting piecalont, (e “S3un AMecalons” I B £ chamons Maintain Default Accounting Code” Search
Pecet [hepopulsied Acoourntng Cide Selection Change ke Aeropirg (ode Segmenl K i ey
Curren Hame i ) LINE OF MCCOUNTING ) DN 5 RS LT )
0, 4ea
 Roowe
Rocale I 0 [ 0s  ssonscesmmgion] ol e } } TIP: The user can select their "Favorite” to
- s s S Bl - | - reallocate the fransaction, which requires no
" . - I searching on segments for values
i et i T il Ao e £ " ]
e
e -
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Enter Information on the Tab as follows:

U.S. Bank Access® Online U.S. Department of Agriculture ° COI’\V Ch eCkS TIN# CO nv. Ck TIN# Enter

Our Payment Products  Logout

Transaction Management the Taxpayer Idgl_wtifi(_:ation Number (TIN) or
Transaction Detai Employee Identification Number (EIN). This
field is required always for convenience check
purchases. You cannot write checks over
e — e $2,500, except for bona fide emergencies,
® surens ©.© Tarsoet e ® retecnss @i i ton obtain prior approval from the APC, and there
Sy | i | i | e | Ao | o] is an applicable DCIA waiver. You must obtain
R e oo S sgrn ki the IRS W-9 form from the vendor and keep
- on file with the ability to easily produce if
d requested. Follow these syntax requirements:
a » Enter only nine numeric characters in this
Cony i er it Viaverk . field (no spaces, special characters, or
= letters).
e o « General information, such as “on file” is not
_ an acceptable entry for this field.
ﬂ  Example: 123456789
* Agency Specific Data: For agency use or to
O enter “Green” for green purchases.
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Cardholder Guidelines for Approving and Re-allocating Transactions in Access Online



http://www.dm.usda.gov/procurement/ccsc/docs/pcref/DebtCollectionImprovementActWaiversCheckWritingPurposes.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf

Enter Information on the Tab as follows, cont’'d.:

* Conv Ck Mer Inf/Waiver #: Include all of the
s L T — following merchant informati(_)n and Waiv_er number:
————— ransaction Detall Merchant Name, Address, City, State, Zip Code; and
immnm e the applicable DCIA Waiver Number. Follow these
.,,:m syntax requirements:
e T TTT——— = Use the semicolon *;” as a delimiter between the
pome 092 03 EMTECEDERALINC BO0OGGOSNI 41250 @  99eas @ omaersce information and do not add a space before and
@ i @0 v sl o Saslecnas et e after the semicolon.
R — * Ensure the IRS W-0 form information matches the
gatnerng of adllonal fermaton azouta ransacin information you enter.
CRCEa - = Enter only the five-digit zip code.
H = Enter the waiver number at the end of the
Agency SpectticData » merchant information, preceded by a semi-colon.
g You do not need to add a pound sign (#) or the
Con Ck Mer nt 1 Watver word “waiver.”
j = Generic, general information in this field, such as
Goods Recvd Date “W-9 on file,” is not acceptable documentation for
: this field.
e i = Example: Home Depot;901 Rhode Island
B Ave NE;Washington;DC;20018;7
- * Goods Recvd Date: Enter the date you received the
goods.
<< Backto Transacton st * Item Description: Enter a complete description of
it L items purchases.
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A transaction will have the E» nexttoitif there is any of the 3

Extract Date(s) available in the Summary tab: the
(GLE) and/or the

(SFE), the

My‘ﬁrsm:al Information

Transaction Summany

Status TranDate Posting Date Merchant CityrState Amount  Desail

Home

| Contact Us 1208 1 208 FEDEX B311 1-'?39‘-:'5-3?2' BO0-4633339,TH $2029 @0 & 8511 103}!?5-3?{?' Ar FAIDD] [B4 102084 [1]1]111STO |PCf2240
| . ; .
| o Drisguted ! P Teans Detail Level 'EF Extiacted 'A* F-:'gal oeated .-'

Summary | Alocations l Transaction Line fems l Lises Lu'-'gﬂemf l Comimerts l Approval H«;*.u:-.i-l

The Summary tab shows high-level ransaction informafion

To approve and forward the transaction, click “Approve’

To inthate a dispute, click the “Dispute” button

Transaction

L Approve J

Diate: 1 H0G2008

Purchase I0: BS1110395370

Total Amount: 20.29

Memo Post: Yes

Sales Tax: 00

Freight: 20.29

Merchant

Harme: FEDEX 851110395370

CityState: BOO-4633330, TM

Transaction Type: SALES DRAFT

MCC Code: 4215

MCC Description: COURIER SERVICES-
ARIGROUND

Reference Information
: Briling Cyclhe: Open
:  Posting Date: 12108/2008
= Reference Number: 2416407834
= Authorization Numbeg: 056101

— e,

T4107 3603602

Extract Date(s) \y

* Most Recent Standard
= Fnancial Extract:

»
»
»
»
»
»
0
»
»
3

0

Gemeral Ledger Extract: V
Payment Extract: 12092008
Currency

Source Curmency: U5 Droltar
Source Currency Amt: 20,29
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If the transaction fails to extract (because of invalid accounting), then it will
only populate a date in the field.

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

= |f 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 field.

= |f the accounting code is valid and the transaction is extracted and sent to FMMI for payment,
then it will populate a date in the Payment Extract field.

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

By P soneal Infiod mation =
TransaCtnn SUrnary
Home Status  Tran Date Posting Date  Merchand Ty iState Amount  Detadl £+ Purchase I A Rcoounting Code
Cormact Us 1206 1208 FEDEX 8511103956370 B00-4633339, TN §2079 B EF BS1110395370 A  FAJOG] (84 02084 || 11]118TO |PCj2240
O Biputed ) Temns Outait Loval EF Evtisctad A% Rasiiscatad
Saamenary AR i orE Trorviisclion Line Bems LUger Linhe Bems 1 Comments ] Agpr ol History
The Summary tab shows high-lewvel fransaction information
To approve and forwand ihe iransactbon, click "Approve”
To infiale & epute, CHck Be "DHEpUTE" bulton
Transaction Reference Information
Diata: 1 20672008 il Cycbe: Opan
Purchase ID: 251110395370 Posiing Daie: 1 3marzong
Total Amosunt: 2029 Reference Numiber: 24164078341 741073603602
Eemo Post: Yes Authorization Bumber:  OSE101
Sales Taw: 000 Extract Data(s)
Freigh: 30,79 Most Recent Standard
Fimancial Extract;
Merchant G al Ledgers Exdract:
Hamia: FEDEX 851110395370 ATt Extract: 1 2DeI008
CrtyState: B00-4633339, T
Transaction Type: EALES DRAFT Currency
MCC Code: &21% SOUTCE CUTBnCy: .S, Drollsr
BCC Desciiplion: COURIER SERVICES- Source Currency mi: 20 29
AIRIGRO LMD
Dispute Sales Draft Requests
Drizpuie mformation onky reflects ihe last dizpute fled & mons
for this Iransaction. More information available in
J Diispute History. =
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Click Select Approver.

phos | Bubrees | ndshuon | Qorssresend | BB U S Barcam

L&, Department of Agriculture

Dbank

U.S. Bank Access Online iy

] e
B : ’ / : B =
Reques! S1aius Gueus 5 y l"'-':'E:r"T-'J" 4
Al Wiork Quaee . H - -
raphypernigl 11 ansaction Management * Loy Ouf
(RS RIS  Approve Transactionisi

I ransscion Managemend

i i Ao Lt Fladas aatect an apanoves b forwasd Mede Dansartioniz) o or“Cancal Byod do nolward [0 sppnss Ifarsan

pral Acroard Ligt ‘.'r.:ll\.-\..,rl.-“:.|:.|-|- .I'Hrll.-.l'\'--
tala Exchangs regueed N
Recoiinl Inlermalian Approsars Mome” el Aneowni

Reporiing
My Personal information  [JERSLEISTEEURTF R EGTETLL DY BT TH ORI

WNumssr of Trangcachons.

Torsd Cuaflar Ansegeund ]

 Asprovo R Cancel J
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Enter the approver and then click

Personal | Business | instfulion [/ Goverrenent | About U S, Bancorp

@m“ﬁl U.S. Department of Agriculture
! -
U.S. Bank Access Online " A 4 JP N
4-:"'" =1
II‘ | 'l

Active Work Oueue & . i it

Account Administration : 5 |
Transaction Management Approve Transactmn{s,‘l 2 Loy Qo
T A Search & Select an Approver

Y

Aecount Information
Reporting
My Personal Information

Enter the approvers full or partial name, or leave blank 10 view all users. Then click the *Search® bultan

LastMame First Marme

I
| Soarch J
Home

Contact Us == Pack 10 Approve Trangachions

22008 L S, Bancorp
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your approver; then click the button. If your

Approving Official’s name does not appear in the list, click on the
link and contact your LAPC for assistance.

Approve Transaction({s)
Search 8 Selaect an Apprnver

Enter the approvers full or partial narme, or leave blank to view all users. Then click the "Search” button.

Last kame: First Rame:

Flease select an approver from the results list below.

Fecord=s 1 -7 of 7

Select Approver Mame Email Address
o Jones, KWate
ol Arncerson, Richarnd
i Lope=z, kMar
ol Jobhmnson, Donald
i O'RAalley, Ern
L Schmick, Henry
i Jdames, Anne
REsREElTRAT Please note:
I~ Setselection as your default approvere ™ You can set your AO as your default
approver.

== Backio Approve Transactions
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Click

Transaction Management
Approve Transaction(s)

Please select an approver fo forward these transactionis) to or "Cancel’ ifyou do notwantto approve f fonward
these fransactions at this ime:

"= reguired

Approver's Name:" Anderson Richard  Swilch Approver

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

transactions will be designated with a »in the far right

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

Transactions are sent to FMMI for payment on a nightly basis and will have an
on the transaction detail line.

A
.

e — — =
IDOET 0505 0508 |EEEPRODUCTS & SERVICES 80067843331 NI 56451 o) B VOFAIDE94CES A B 18]t 181U561000]
D508 0508  AMER SOC CIVIL ENGINEERS  800-548-2723, VA §286.00 W (Er ASCEPO12B052 w* ’ﬂ‘”'ﬁli 1| B LIS61000]

o

|RU | 2523

IRU | [3550

L SRAAR (429 0430  THEPERFORMANCEINSTITUTE 703-4940481.VA $807.00 @ (@ vsGEICUD:KC K B 151010IIUEI2007) 11 IIRV 112523

O Final dpproved D41 04M3  CTO'GOTOWEBINAR.COM 800-263-6347.C4  $00.00 ® @& ETMOMRTYARS @ 150111 B94US 1000011 1[ | IR | (25401
sppievad 0311 032 CTOGOTOWEBINAR. COM 300-283-5317. CA 58800 E (E# 751{755"555511: A 1SLELH ERLIE00000 LI HIRLY | 12540

151111 B9 LS 1007]

D227 0302  INFORMATION FORECAST INCI  818-8884444 C& 524500 B e+ L0RIE3B240605 A IRU | 12523
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0204 0205 NARUC 202-4982203.DC  $205.00 ® & 000014 A 151111 181U52200711 11 IRU | (2523

151111 0532007
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O Final approved 0107 0108 D JWALL STREET JOURNAL 300-568-7625. & 7475 Ll 43583790-E4ED 1811 1] E1U510000]
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United States Department of Agriculture

Office of Procurement & Property Management
Charge Card Service Center

|

SmartPay 2 United States of America filil #

If misuse suspected, call 866-397-5202
U. S. Government Tax Exempt

FOROFFICIALUS GOVERNMENT PURCHASES ONLY

Additional information on the Charge Card
Service Center including News, Notices, POC
Lists, Guides & Reference Material, Training
Information, etc., can be accessed at the CCSC
Web site.



http://www.dm.usda.gov/procurement/ccsc/
http://www.dm.usda.gov/procurement/ccsc/

	Cardholder Guidelines for Approving and Re-allocating Transactions in Access Online
	Use the following address to log in to Access Online: 
	After logging into Access Online, you will be re-directed to the Home Page pictured below.
	To access the transactions, select Transaction Management and then select Transaction List.
	Select the transaction you want to approve by clicking on the Trans Date. 
	This screen will list all your transactions. 
	This page shows the accounting string. 
	Performing a Search on the LINE OF ACCOUNTING segment using the Search Type: Contains option–searching on a single code value
	Below is an example of a Search criteria using the Contains option on a single (unique) code value, such as the PROGRAM code.
	Upon clicking the Search button, Access Online lists the value(s) that meet the search criteria, based on the cardholder’s hierarchy. Click Select to populate the LINE OF ACCOUNTING segment with the desired accounting value.
	Click the Send Request button to complete the request. 
	Click the Save Allocations button to complete the request. The Request has been successfully completed. message displays.
	Now select the Transaction Line Items tab. 
	Note: The Transaction Line Items tab will only appear if the merchant provides the information. Review the information for accuracy. 
	Next click the Comments tab.
	Enter Information on the Comments Tab as follows: 
	Enter Information on the Comments Tab as follows, cont’d.: 
	A transaction will have the Extract symbol            next to it if there is any of the 3 Extract Date(s) available in the Summary tab: the Most Recent Standard Financial Extract (SFE), the General Ledger Extract (GLE) and/or the Payment Extract (PE). �
	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.
	Click Select Approver.
	Enter the Last Name of your approver and then click Search.
	Select your approver; then click the Select Approver button. If your Approving Official’s name does not appear in the list, click on the Back to Approve Transactions link and contact your LAPC for assistance.�
	Click Approve.
	Approved transactions will be designated with a Re-allocation symbol                in the far right column only when you re-allocate the transaction (i.e., change the accounting). �Transactions are sent to FMMI for payment on a nightly basis and will have an Extract symbol      on the transaction detail line. �
	Additional information on the Charge Card Service Center including News, Notices, POC Lists, Guides & Reference Material, Training Information, etc., can be accessed at the CCSC Web site.

