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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/
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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. 
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To access the transactions, select Transaction Management and 
then select Transaction List. 
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Please note: 
You can 
change the 
Billing Cycle 
Close Date to 
see all 
transactions 
that have not 
been approved 
/re-allocated 
by using the 
drop-down 
menu and 
selecting All. 

Select the transaction you want to approve by 
clicking on the Trans Date.  
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Please note:  
Only the 
current 
Billing Cycle 
transactions 
appear. Use 
the arrow to 
display other 
options.  
 
To see all 
your 
pending 
transactions, 
select the 
option All. 

This screen will list all your transactions.  
 The Approval Status will show one of the four statuses: Pending, Rejected, Approved or Final 

Approved. To reallocate and/or approve a transaction, click the Select box on the transaction 
line you want to 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.  
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Performing a Search on the LINE OF ACCOUNTING segment using the 
Search Type: Contains 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 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. 

 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 Contains 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. 
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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. 
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Click the Send Request button to complete the request.  
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Click the Save Allocations button to complete the request. The Request has 
been successfully completed. message displays. 
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Now select the Transaction Line Items tab.  
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Note: The Transaction Line Items tab will only appear if the merchant 
provides the information. Review the information for accuracy.  
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Next click the Comments tab. 
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Enter Information on the Comments Tab as follows:  
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• Conv. Checks TIN#: Conv. Ck TIN#: Enter 
the Taxpayer Identification Number (TIN) or 
Employee Identification Number (EIN). This 
field is required always for convenience check 
purchases. You cannot write checks over 
$2,500, except for bona fide emergencies, 
obtain prior approval  from the APC, and there 
is an applicable DCIA waiver. You must obtain 
the IRS W-9 form from the vendor and keep 
on file with the ability to easily produce if 
requested. Follow these syntax requirements: 
• Enter only nine numeric characters in this 

field (no spaces, special characters, or 
letters). 

• General information, such as “on file” is not 
an acceptable entry for this field. 

• Example: 123456789 

• Agency Specific Data: For agency use or to 
enter “Green” for green purchases. 
 

 

http://www.dm.usda.gov/procurement/ccsc/docs/pcref/DebtCollectionImprovementActWaiversCheckWritingPurposes.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf
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Enter Information on the Comments Tab as follows, cont’d.:  
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• Conv Ck Mer Inf/Waiver #: Include all of the 
following merchant information and waiver number: 
Merchant Name, Address, City, State, Zip Code; and 
the applicable DCIA Waiver Number. Follow these 
syntax requirements: 
 Use the semicolon “;” as a delimiter between the 

information and do not add a space before and 
after the semicolon. 

 Ensure the IRS W-9 form information matches the 
information you enter.  

 Enter only the five-digit zip code. 
 Enter the waiver number at the end of the 

merchant information, preceded by a semi-colon. 
You do not need to add a pound sign (#) or the 
word “waiver.” 

 Generic, general information in this field, such as 
“W-9 on file,” is not acceptable documentation for 
this field. 

 Example: Home Depot;901 Rhode Island 
Ave NE;Washington;DC;20018;7  

• Goods Recvd Date: Enter the date you received the 
goods.  

• Item Description: Enter a complete description of 
items purchases.  
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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).  
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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 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 field. 

 If 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. 
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Click Select Approver. 

20 



– USDA Charge Card Service Center – 
Cardholder Guidelines for Approving and Re-allocating Transactions in Access Online 

Enter the Last Name of your approver and then click 
Search. 
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Please note:  
You can set your AO as your default 
approver. 

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. 
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Click Approve. 
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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.  
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United States Department of Agriculture 
Office of Procurement & Property Management 

Charge Card Service Center 

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. 

25 

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.

