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Web Browser Security Settings

Before you can us the US Bank Access online system, you must complete the
following security settings for Internet Explorer and Opera web browsers

Internet Explorer Security Settings

1.

2.

3.

8.

9.

Open Internet Explorer
Choose Tools - Internet Options and click the Security tab
Click the Trusted Sites icon and then click the Sites button

Enter https://report.access-online.com/ in the Add this website to the zone
text box and check the Require Server Verification (https:) check box

Click Add and then Close

Click the Privacy tab

On the Privacy tab click the Sites button

Enter https://report.access-online.com/ in the Address of website text box

Click Allow and verify the new URL is in the Managed Websites box

10. Click OK, then click OK again

11. Close the internet window

Opera Security Settings

1.

2.

3.

If you do not already have it installed, download and install the Opera web
browser

Once installed, start the Opera web browser

Select Opera menu selection and then Preferences menu selection

(o.M File Edit WView Bookn
1 About Opera

% Check for Updates |.

Quick Preferences “CF1z b
Preferences...

Services

Hide Opera
Hide Others
Show All

Quit Opera




4. Select the Advanced button and then the Content selection on the Advanced
menu

e-- | Preferences 0000

I General Forms  Search  Webpages Advanced}

Tabs # Enable animated images

Browsing

Notifications # Enable sound in webpages

Contant # Enable JavaScript ( JavaScript Options... )
Fonts # Enable plug-ins

Downloads

Programs [ Enable plug-ins only on demand
History

Cookies [ Style Options... :]
Security

Network

Storage Content settings can be adapted to each site
Toolbars [ Manage Site Preferences... :l
Shortcuts ( Blocked Content... :l

( Help :J (Cancel) E OK 3

5. Click on the Manage Site Prefereces... button
6. Click the Add button

7. Under Site enter access.usbank.com
8. For Pop-ups, select the Open all pop-ups selection
9. Then click the OK button

[General | Cookies Content  Display  Scripting Network |

Site |a|:|:ess.usbank.l:0m |
Pop-ups [ Open all pop-ups I-G-]
Encoding group [ Automatic Selection I-G-]
Encoding Automatic Selection =

[ Help ) (Cancel) E—BH




10. Click the Close button

11.Click on the Security selection on the Advanced menu bar

8NN Preferences

I General Forms Search Webpages Advanced |

Tabs a 3
Browsing Set Master Password... )
Notifications sl e rEeaE
Content Once per session o
Fonts
Downloads Use master password to protect saved passwords
Programs
™ Enable Fraud and Malware Protection
History
Cookies e
Security ¢ Manage Certificates... )
Network ( Security Protocols... \
Storage
¢ Trusted Websites... )
Toolbars
Shortcuts Auto-update [ Automatically install updates |

( Help \ (_Cancel} ( 0K 3

12.Click on the Trusted Websites... button

13. Click the Add button

14. Then type: https://report.access-online.com/ and hit the Return key
15. Click the Close button

16. Click the OK button

17.Close Opera and then restart it

You can now login to https://access.usbank.com and review your transactions, make
allocation changes, and run the Cardholder Activity report.

When you click on the Print Account Activity button, a second window will open
and you should see a small window with selections to either Save or Open the
document with Adobe reader or pro depending on which program you have loaded.


https://report.access-online.com/
https://access.usbank.com/

anO0o WebFOCUS Report

access.usbank.com -

Iﬁi: Mame: WFServlet.pdf (4.4 KB)
Ll Type: Adobe PDF document
From: report.access-online.com

Open with: [[~ Adobe Acrobat Pro (default) )%i

[] Remember choice and do not show dialog again

€ Help Y ( Cancel ) ( Save ) ¢ Open 3

Registering your US Bank Visa Pcard on Access Online

1. Open your internet browser.
a. Internet Explorer 6.0 or greater for Windows and Opera for
Windows or Mac (Do not use any other browser)

2. Enter the following into your address bar: https://access.usbank.com

3. Click on the Register Online link on the Access Online Login Screen

U.S. Bank Access® Online

@bank Welcome to Access Online!

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

Our Paymert Products

Login A
Organization Short Marme:

User ID:

Passward:

Forgot your passward?

Redgister Online

Website/Browser Reguirements

All of @3 serving you™

4. Enter csuca in the Organization Short Name field



https://access.usbank.com/

5. Enter the 16 digit Visa Account Number and select the expiration
date of the card from the drop down menu

6. Click on the Register This Account button

U.S. Bank Access® Online

@bank Online Registration

Add Accounts

Our Payment Products

Contact Us

Tojoin Access Online, you will need a minimum of ane valid aceount number. "Register This Account” will
validate a gingle account. "Additional Account' will allow multiple accounts to be included in the registration
process.

Login

* = raguired

Qrganization Short Mame: ™

Account Expiration Date:
Account Number: * Month* vear'

| JJan =] 2010 ¥
(=]

==Backto Login Page
All of M3 serving you™

7. Read the Licensing Agreement if desired, and then press the | Accept
button

8. Enter User ID you want to be associated
9. Create your password

10.Enter the Authentication Question you want to use along with the
response

11.Enter the following contact information:
e First Name — Your first name
Last Name — Your last name
Address 1 — 2600 Nutwood Ave.
Address 2 — Ste. 300
City — Fullerton
State — Select CA
Zip Code — 92831
Country — Select United States
Phone Number — 657278 followed by your campus extension
Email Address — Enter your campus email address



12.Click on the Continue button

U.S. Bank Access® Online Trustees California State Univ

@bank Online Registration

Password and Contact Information

Contact Us
Login Organization Short Name: CSLUCA

User ID & Password
*= required

Fleaze enter an ID hetween 7-20 alphanumeric characters and a password between 8-20 alphanumeric
characters. Use a combination of letters and numbers easy for vou to remember but not for others to guess.

User [D:*
Password: *

Re-enter Mew Password: *

Authentication

Flease select an authentication guestion and enter a response thatwill be easy to remermber. This
information will be used in the event that you forget your password.

Authentication Question: *
I Mother's Maiden Mame vl

Authentication Response:

Contact Information

First Narne:™* Last Marme:* Ml

I I I_

U.S. Bank Access® Online Trustees California State Univ

@bank Language Selection:
@ user D has heen successfully added. Ametican English ¥

. Message(s) from Access Online
Transaction Management

i Account Activity
Al vt Inf at
R:;zlr':im: ermation Welcome to Access Onlinel Stretch your program limits and streamline payment processes with Access Select an Account
My Personal Information Cnline, our innavative program management and reporting tool. This web-enabled tool offers a feature-rich

platfarm that can be easily configured and deploved to meet your unigue needs. Access your payment
Home solutions anytime, anywhere with Access Online
Contact Us

Bierwvenue surAccess Onlinel Repoussez les limites de votre programme et simplifiez les processus de
paiement avec Access Online, notre outil novateur d'établissement de rapports et de gestion de programme.
Cet outil Internet offre une plate-farme riche en fonctionnalités gui peut &tre aisérment configurée et déployée
pour répondre & vos besoins particuliers. Accédez 4 vos solutions de paiement en toutternps, o0 gue vous
s0vez, avec Access Cnline.

All of M3 serving you™

13.You will receive the above confirmation once your user account has
been saved and associated with your US Bank Visa Pcard account



Login to the Access Online system

1. Open your internet browser
a. Internet Explorer 6.0 or greater for Windows and Opera for
Windows or Mac (Do not use any other browser)

2. Enter the following into your address bar: https://access.usbank.com

3. Enter the following on the Access Online Login Screen:
Organization Short Name: csuca
User ID: Your created User ID (you must register your
account following the process above the first time you
access the system)
Password: your created password

4. Click the Login button

U.S. Bank Access® Online

@bank Welcome to Access Online!

Contact Us Flease enter the information below and login fo begin.

Cur Paymert Products

Login -
Organization Short Mame:
csuca

UsgerID:

IYDurUaerID

Paggword:

[seeesccnnens]
Forgotyaur password?
Redgister Online

Wehsite/Browser Redquirements

All of M3 serving you™

5. You will see the home page


https://access.usbank.com/

U.S. Bank Access® Online Trustees California State Univ

(Ebank

Transaction Management
Account Information
Reporting

My Personal Infformation

Home

Contact Us

Message(s) from Access Online Language Selection:
IAmerican English §'l
Wielcome to Access Onlinel Stretch your pragrarm limits and streamline payment processes with Access

Online, our innowative program management and reporting tool, This web-enabled tool offers 2 feature-tich Account Aclivity
platform that can ba easily configured and deployed to mest your unigue needs. ACCESS your payment Select an Account

solutions anytime, arywhere with Accass Online One Lo
0532

Bienvenue sur Access Onlinel Repoussez les limites de votre programme et simplifiez les processus de
paiement avec Access Onling, notre outil novateur d'établissement de rapports et de gestion de programme.
Cet outil Internet offre une plate-forme tiche en fonctionnalités gqui peut étre aisément configurée et déplovée
pour répondre & vos besoins particuliers. Accédez 4 vos solutions de paiement en tout termps, ol gue vous
sovez, avec Access Online.

All of @3 serving you™

Changing your password

1.

From the home page, select My Personal Information link on the
left menu bar

U.S. Bank Access® Online Trustees California State Univ

(Ebank

Transaction Management
Account Information

My Personal Information I

Message(s) from Access Online Language Selection:

Velcome fo Access Onlinel Stretch your pragram limits and streamline payment processes with Access
Online, our innavative program management and reporting tool. This web-enabled tool offers a feature-rich Account Activity
platform that can be easily configured and deployed to meet your unigque needs. Access your payment Select an Account

solutions amdime, amewhere with Access Online. TN
9632

Home

Contact Us

All of X serving you™

2.

Bienvenue sur Access Online! Repoussez les limites de votre programme et simplifiez les processus de
paiement avec Access Onling, notre outil novateur d'établissement de rapports et de gestion de programme.
Cet outil Internet offre une plate-forme riche en fonctionnalités gui peut étre aisément configurée et déplovée
pour répondre & vos besoins particuliers. Accédez 4 vos solutions de paiement en tout termps, ol gue vous
sovez, avec Access Online.

Select the Password link

10



U.S. Bank Access® Online Trustees California State Univ

@bank My Personal Information

Tr i M. I User 10 mpruittoc

Account Information

Reporting

My Personal Information
® Paszword

stem password and create or modify an authentication response that will

o @t (i he used when resetting a password.

* Account Access )

* Manage Favorites Contact Information
Home Update your user ID contact information (name, address, phone no., etc.).
Contact Us o Email Matification

Account Access
View access rights and user specific information, such as accounts and hierarchy level
access.

Add Accounts

o

Manage Accounting Code Favorites
Add favarites, enahle favorites to be selected when reallocating and managing
allocations, and delete existing favarites.

All of M3 serving you™

3. Enter the current password
4. Enter the new password and re-enter the new password

5. Verify your Authentication Question and Response, make changes if
necessary

6. Click on the Save button

@bank My Personal Information

Change Password & Authentication

Tr g
Account Information [user 10: mprittoc
Reporting
My Personal Information Organization Short Name: CELICA
* Pazsword Functional Entitlement Group: CHFO01
= Contact Information
* Account Access * = requited
= Manage Favarites
Home Change Password
Contact Us Flease enter a password between 8-20 alphanumeric characters. Use a combination of [efters and numbers

easy foryou to remember but not for others to guess.

Current Pagsword:
(2 L LIl Ll

Enter New Pagsward:
L2 ULl L]

Re-enter Mew Password:

Authentication
FPlease select an authentication question and enter a response that will be easyto remember. This
information will be used inthe event that you forget your passward.

Authentication Guestion:
IElirth Flace 'l

Authentication Response: ™
K,

== Backto Personal Information

11



7. You will receive a confirmation message when the changes were saved
successfully

U.S. Bank Access® Online Tr

@bank My Personal Information

I Uszer 10: mpruittoc

Tr. ion Manag
Account Inffermation
Reporting (i} Password and Authentication information have been successfully saved.
My Personal Information
= Password
= Cortact Information Password
= Account Access Change your system password and create or modify an authentication response that will
= Manage Favortes be used when resetting a password.
Home
Contact Us Contact Information

Update your user 1D contact information (hame, address, phone no, etc)

o

Email Matification

Account Access
View access rights and user specific infarmation, such as accounts and hierarchy level
ACCRSS.

Add Accounts

o

Manage Accounting Code Favorites
Add favorites, enahle favorites to he selected when reallacating and managing
allocations, and delete existing favarites.

All of (3 serving you~

How To View Your Cardholder Information

You can view the information for your account such as billing address, approving
official and limits set for your account.

1. From the Home page, click on Account Information link

U.S. Bank Access® Online Trustees California State Univ

@bank Message(s) from Access Online Language Selection:

American English i
Welcome to Access Onlinel Stretch your program limits and streamline payment processes with Access i
Online, our innavative program management and repaorting tool. This web-enabled tool offers a feature-rich Account Activity
platform that can be easily configured and deployed to meet your unigue needs. Access your payment Select an Account

My Personal Information solutions amdime, anywhere with Access Online.
o532

Home N . " N B
Bienvenue sur Access Online! Repoussez les limites de vatre programme et simplifiez les processus de

Contact Us paiement avec Access Onling, notre outil novateur d'8tablissement de rapports et de gestion de programme.
Cet outil Internet offre une plate-forme riche en fanctionnalités qui peut &tre alsément canfigurée et déplayée
pour répondre & vos hesoins pariculiers. Accédez 4 vos solutions de paiement en fout ternps, o gue vous
soyez, avec Access Online.

All of M3 serving you™

2. Click on Cardholder Account Profile link

12



U.S. Bank Access® Online Trustees California State Univ

E',Ebank Account Information

Tr : I Card Account Number; = =m=mr==== 9632, MICHAEL D FRUITT
A“S?al::;:;o' b Statement
R;ﬁsflni::;d Profile Yiew account staterment(s)
My Personal Information = Cardholder Account Statement
Home Account Profile
Contactlis Yiew account demographics, limits, accounting code, and other related informatian
l CardholderAccountF‘roﬂleI
All of M3 serving you™
3. You can select the below listed links to see the corresponding
information
e Demographic Information — View the account name, address
and contact information
e Account Information — View the account status, cycle date,
and open data
e Default Accounting Code — View the default ChartField
settings for your account
e Authorization Limits — View the single purchase and monthly
limits set to your account
¢ Financial History — View account history

U.S. Bank Access® Online Trustees California State Univ

Logout

[Ebalﬂ( Cardholder Account Profile

Account Summary

Tr:
g gt [ c=rd Account Number: ===rmmeen 9632, MICHAEL D PRUITT Switch Accounts
= Statement
= Account Profie Select an item helow to view its contents
Reporting

My Personal Information Demaographic Infarmation

Wiew account name, address, and contact
Home

information. Authorization Limits
Contact Us Wiew autharization limitinformation such as Credit
Account Information Limit, Single Purchase Limit, and Available Credit.

Wiew ather account infarmation such as Account
Status, Hierarchy Position, Cycle Day, and Open Date.  Financial History
Wiew the account 12-month history, 7-year histary
Default Accounting Code analysis, and T-year history
Wiew the default accounting code assigned to the
account.

Account History

Request Type Update Method Last Updated
Setup Manual 08M 22010 22:18:08
Maintenance  Online 090372010 13:18:33

All of 3 serving you~

13



Reviewing Transactions in Access Online

1. Once you have signed into Access Online, click on Transaction
Management link

U.S. Bank Access® Online Trustees California State Univ

Logout

@bank Message(s) from Access Online Language Selection:

Vielcome fo Access Onlinel Stretch your pragram limits and streamline payment processes with Access
Transaction Management Online, our innovative program management and reporting toal. This weh-enahled tool offers a feature-rich

platform that can be easily configured and deployed to meet your unigue needs. Access your payment
solutions amtime, anywhere with Access Online.

" " Account Activity

Reporting
My Personal Information

Select an Account

One Card
(== 1y

Home
Bienvenue sur Access Onlinel Repoussez les limites de votre programme et simplifiez les processus de

paiernent avec Access Onling, notre outil novateur d'8tablissement de rapports et de gestion de programme
Cet outil Internet offte une plate-forme tiche en fonctionnalités gui peut étre aisément configurée et déployée
pour répondre & vos besoins particuliers. Accédez & vos solutions de paiement en tout termps, ol que vous
SOyez, avec Access Onling

Contact Us

All of M serving you™

2. On the next screen select Transaction List

U.S. Bank Access® Online Trustees California State Univ
@bank Transaction Management
Transaction Mar t Transaction List
* Tranzaction List View, review, allocate/reallocate and add comments to transaction information.
Account Information
Reporting Wiew Previous Cycle
My Personal Information Presents the Transaction list for the previous cycle.
Home

View Pending Transactions

Contact Us Presents the pending transactions list.

All of M3 serving you™

3. Under the Billing Cycle Close Date drop down menu, there are three
selections available to display the transaction data in the Transaction
List area

i. All — When selected, all of the transactions are displayed
newest to oldest
ii. Open — When selected, all of the transactions for the open
cycle are displayed newest to oldest
iii. Cycle End Dates (e.g., 11/26/2010) — When selected, all of
the transactions for the specific cycle are displayed newest to
oldest

14



U.S. Bank Access® Online

(Gbank.

Transaction Management
Card Account Summary with Transaction Li

Trustees California State Univ
Our Paymert Fr

ist

= Transaction List
Account Infermation

Card Ascourt Number:
» Trans List

Suitch Aceounts

Reporting
My Personal Information

Home [-1 Card Account Summary

Contact Us
Account Mumber: @.9210

Account Name

Billing Cycle Close Date: [11/26/2010 v] M)

Total Transactions: 2,581 65 2 Final Approved Transactions:  $0.000
Reallocated Transactions $2,581.65 2 % Final Approved Trangactions: 0.0% 0.0%
% Reallocated Transactions: 100.0% 100.0%

@ Open Account

[+] Search Criteria Retum to top

1 Tr

List

Betum to top

Records 1 -2 of 2
Chedcall Shown | Unchede Al Shonn

Posting Merchant

Date

City/State Amount Detail € Purchaseip @ Accounting Code

Select Status Approval Stalus

r Pending 120 1122 BROCGKHAVEN RAIN BARREL  404-364-0440, GA  $2,383.00 a visa 3 6108001 ts01 810021 ||15EO00002|ATerraCott
O Pending 1108 1110 TITAN SHOPS FULLERTOM, CA §188.65 (0] 30000022 3 BBO0O3THEFD|10064))||0e(1190dwFlatPane

(@ Disputed ¥ Reallocated (D, @ Trans Detail Level

Chede All Shown | Uncheds All $hann

Recards 1 -2 ot 2

L esiocate M Mass Realiocate J L Puil Gackc ]
U.S. Bank Access® Online

@bank_ Transaction Management

Card Account Summary with Transaction List

Trustees California Sta

ment Procuc

Tr: I ]
* Tranzaction List

Account Information

Reporting

My Personal Information

Card Accourt Number: ™mmemmmmmmzgaqg, Switch Accounts

B Trans List

Home -1 Card Account Summary

Contact Us
Account Mumber:
Account Mame:

Billing Cycle Close Mfate:

Print Account Activity

Total Transactions: 2 Final Approved Transactions:  $0.000
Reallocated Transadtions 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Trandactic y gizsi2010 100.0%

097272010

@ open Account 0852010

[+] Search Criteria Return to top

[-] Transaction List Return to top

Make your selection for the Billing Cycle Close Date for the
information you want to view, then click the Search button

The transactions for the specified timeframe will be displayed
To view the ChartField allocation for a single transaction, click on the
link under Accounting Code header (depending on the size of your

screen, you may need to scroll to the right)
i. The link looks like a ChartField string

15



U.S. Bank Access® Online Tiustees Califor

ia State Univ

Ebank

Account

Transaction Management
Card Account Summary with Transaction List

Transaction Management
* Transaction List

Account Information

Reporting

Data Exch

My Personal Information

Card Account Humber: ™
B Trans List

Switch Aggounts

1-] Card Account Summary

Hons Account Number © 8681
Contact Us Account Mame,
Billing Cycle Close Date: EAl
@ Open Account
[+] Search Criteria Bstumn to top
[-] Transaction List Return to top
ot st s
Select stg:s Approval Status  Trans %g Merchant City/State Amount Detail €+ Purchase D [0 Accounting Code
[ N Pending 0801 3 STAPLES DIRECTO0208908 800-3333330,CA  $322.80 (i 9207532390000 (> BA0003(TADOT]10283
r Pending 09/02 0903 FPARTIES BY PANACHE T14-572-2190, CA $750.00 0 42200004 e BEO003(TADOTI10283]1 (1]
- Pending 09/02 0902 PARTIES BY PANACHE T14-572-2190, CA $390.00 (0] 47700003 @ BE0003TADOT]10283
@© Disputed A* Reallocated @ @ Trans Detail Lavel
Check All Shoun | Unshe de 41l Shown
L nesiocie |
7. You will be taken to the Transaction Detail page for that specific
transaction and you will see a set of individual fields for each
ChartField
8. You can make changes to the ChartFields listed
i. You can also split a transaction to make allocations to two or
more different ChartField strings (if available on your Pcard)
ii. Putin the number of additional lines and click the Add button
iii. You can then split the transaction by amount or percentage
iv. The amount of each line must total up to the full amount of the
transaction or the allocation cannot be saved

U.S. Bank Access® Online Trustees California State Univ

(Gbank.

Account

Transaction Management
Transaction Detail

Transaction Management
* Transaction List

Account Information

Reporting

Data Exchange

My Personal Information

Home
Contact Us

Card Ascourt Number: Siteh Acsounts

Transaction Summary

Status TransDate PostingDate Merchant ate/Province Amount Ded €» Purchase ID
0@i01 08/03 STAPLES DIRECTO0208808 800-3333330, CA $32283 8207532380000 (av BEO003TADO1(10283]]|

@ pisputed @, @ Trans vetail Level A¥ Reallocated

Summery | Alocations | Transaction Line tems | omments | sporoval History:

The Allocations tab provides the ability ta realloeate a transaction by changing the accounting information to
allocate an amountto a different cost center. The reallocation can be to one or o multiple accounting eodes.
fou ean allocate amounts by dollar amount o percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, elick the "Add” button
After adding, modifying or deleting allocations, click the " Save Allocations" hutton to save changes,
= required Aloeation Source: User Last Changed by: PRUITT, MIGHAEL
Amourt Percent Accounting Code - Segment Name (Length)

ACCOUNT (5) FUND (5) DEPT ID {5} PROGRAM (1) CLASS {5} PROJECT (=) COMMENTS (104

s 32289  OR | 100.00 % 660003 Q4 TADDT QL 10283 QA Q Q Q

Q gearch
Total Allocated: 5 322.89 | 100.00 %Apply Accounting Code hd
Amount Remaining: § 0.00 0.00 %Additional Allacation(s) 1 9

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

9. Make the changes to each ChartField string

16



10.Enter any Travel Authorization or Q numbers in the Comments
field

i. The Comments field is the last field on the right; you may
need to scroll to the right to see the field depending on the size
of your web browser screen

ii. Any comments written in the Comments Tab, which is a
separate box that is not part of the allocation field, will not
show up in the Cardholder Activity report

Summary rAI\DDs‘mns rCUmmEFﬂS ”Appmva\ History ‘

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amauntto a different cost center. The reallocation can be to one or to multiple accounting codes.

“fou can allocate amaunts by dollar amount or percentage. Total allocation amounts must equal 100% of the fransaction. To allocate to additional accounting codes, click the "Add" button.

After adding, modifving or deleting allocations, click the "Save Allocations" button to save changes.

= redquired Allocation Source: User Last Changed by: Muniz, Hector
Amount Percent Accounting Code - Segment Name (Length)
ACCOUNT (=) FUND (5) DEPTID (5) PROGRAM (1) CLASS (5) PRO.JECT (=) COMMENTS (100)
[ ¥ 16865  OR | 10000 % bEO003 Q THEFD *Q 10064 Q4 Q Q Q Dell 1903w Flat Panel Manitor
| |
Q gearch

Total Allocated:  § 18865 [ 100.00 %Apply Accounting Code - O
Amount Remaining: § 000 0.00 %Additional Allocation(s) I Add ]

Note: Rows rarked for deletion are subtracted frorn Total Allocated and Amount Remaining values,

Save Allocations

11.To save any changes you made, click on the Save Allocations button

LS. Bank Access® Online Tnustees Calfornia State Unitv

o Prtyment Proucts

@hank Transaction Management

Reallocation Worksheet
Account Adminkstr ation

Traridon [ rcmt Tommbar mmases ST PATICIA LUSITR T
Account nformation Reallocats ransachans by changing the accounting informatian to allecabs the amount to  differant cost
Reporting center. To allocale to additional accountng codes, click the "Add Allec” link
Data Fxehange
My Pas sonal lnfon mativn Afier modifying the allecations, click the "Save Allocations™ button to save changes. Exclude fransactions frorm
m e save by seleching "Femowe Transaction(sy” chackboxes and ophonally chekng the “Remove

- Transaction(s)™ bution
Contact Us

required

Remove TransDate  Merchant Mioc % Accourling Code - Segrment Name (L ength)

Trans ACCOUNT (:) FUND {5) DEPT D {3) PROGRAM (1) CLASS ()
[ 00112010 STAPLES DIRECTO0200900 $322.09 Al Allge EATTERES=Y [TaDoT o [lozes [ a [ a
r 020022010 PARTIES BY PANACHE $750.00 Add e [feono a [rapm +a Y  a  a
[ 0am2a0i0  PARTIES BY PANACHE 39000 Addd Allg [esoooz o [rapo - [iozes @ [ a [ a
O Search - -
S
e f ransaction L

All of T3 serving you~

12.To return to the transaction list, click on the Back to Transaction
List link at the bottom of the page or the Transaction List link in the
menu bar on the left

13.There is an Approve button that is available on the bottom of the
Transaction Management web page. Our campus does not use the
online approval process that is available in Access Online. Do not use
the Approve button for any transactions

Disputing a Transaction in Access Online

1. In the transaction list section of the program, select a transaction by
clicking on the link under Accounting Code

17



2. Select the Summary tab

U.S. Bank Access® Online Trustees California State Univ

@bank Transaction Management

Transaction Detail

Account Administration

Transaction Management [card fcoourt Mumber: swsmssmsemsggge,———__________________ Switch Accounts |
* Tran=saction List

Account Information

Reporting

Data Exchange
My Personal Information

Transaction Summary

Home Status Trans Date Po: g Date Merchant City, State/Province Amount Detai €+ PurchaselD @ Accounting Code

Contact Us 091 0903 STAPLES DIRECT00209908 800-3333330, CA §322.89 9207532390000 BE0003[TADOT|10283] ]|
© pisputed @, @ Trans petail Level A Reallocated

I Summary Alocat\ons r Transaction Line tems r Comments r Approval History
The Summary tab shows high-level transaction infarmation
To apprave and farward the transaction, click "Apprave "
Toinitiate a dispute, click the "Dispute” button
Transaction Reference Information
Date: 0g/01/2010 Billing Cycle: Open
Purchase ID: 9207532390000 Posting Date: 09/03r2010
Total Amount; 3229 Reference Number: 241640702451051 21920067
Memo Post: ‘fes Authorization Number: 073338
Sales Tax: 2598 Extract Date(s)
Freight: 0.00 Most Recent Standard

Financial Extract:
Merchant General Ledger Extract:
Name: STAFPLES DIRECTO0Z09908  Payment Extract:
City, State/Province: 200-3322320, CA
Transaction Type: SALES DRAFT Currency
MCC Code: a1 Billing Currency: U5 Dollar
MCC Description: WHOLESALE OFFICE SUP s e Currency: U.S. Dollar
Source Currency Amt:  322.89

3. Click on the Dispute button

Dispute Sales Draft Requests

DISDUTE infnrmniinn amlu peflente s Laet .-diruqute ﬂIEd
for this transac 2in
Dispute Histor Click the Dispute button.

= NOng

Dispute

[+] Dispute History

4. Select a dispute reason from the menu
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U.S. Bank Access® Online : ;

Order Management
i Et it Transaction Management
it
S o Select a Dispute Reason

) | c=rd Account Number: == 51234, CHRIS DOE Switeh Accounts
Enhanced Supplier
Management
Account Informatioh Tran Date Statement Date  Merchant Amount  Reference Number

Reporting 011182007 01/22/2007 MR NEWSPAPER MAN 128.10 24755427019730181473186
My Personal Information

Select a dispute reason from the [ist belovw. Ifyou need rore infarmation ahout this transaction, you may
request a copy of the sales draft

Home
Contact Us

My account was charged for this transaction and...

Reason Addi al tems Required
Unauthorized
.. did not authorize the charge. Print, Signature
Unrecognized

| do not recognize the charge Print, Signature
Merchandise Returned
.. have natrecelved credit for the retumed me| gpce you select the reaseon, scroll to the

s

Merchandise Not Received _ bottem of the screen to continue.
..I have notreceived the merchandise.
R Ll A Click here to continue.

| have not received the senvices —
Credit Not Received
... have not received credit toward my account. Print, Copy of Receipt
Cash Not Received
.. did not receive cash from the ATM. Print, Copy of Receipt
Alteration of Amount

the receipt does not match the armount posted Print, Copy of Receipt
Inadeqguate Description
..the description does not give enaugh information
Mot As Described

the merchandise | received does not match the description from the merchant Print, Copy of Documentation

O O O 0O 0O 0O 0 0 0 &

5. Click the Select button

Transaction Posted to Closed Account
..this account has heen closed.

Defective - Shipped/Returned
..the shipped merchandise | received was defective. The merchandise has heen returned to the merchant.  Print, Copy of Shipping Invoice

Defective - Shipped

..the shipped merchandise | received was defective. Print, Copy of Shipping Invoice
Defective

L = defective.

O‘n' Click the Select hutton.

DO O O 0O 00

w need to dispute this transaction

== Backto Transaction Detail

6. Check that your name is in the Requestor Name field
7. Enter your phone number
8. Enter comments in the Comments field

9. Click on the Continue button



Order Management

Transaction Management Tran saction M anagem ent

Dispute Reason: Unauthorized
I Card Accourt Numnber: =555 234 CHRIS DOE Switch Accounts

Enhanced Supplier
Management

Account Information Tran Date Statement Date  Merchant Amount  Reference Number
Reporting omerzo0y 01222007 MR NEWSFPAPER MAM 12810 24755427018730181473186

My Personal Information

Unauthorized
My accountwas charged for this transaction and | did not authorize the charge.

Home This dispute reason requites a physical sighature ofthe Cardholder. After completing this form, click

Contact Us Continue" for a printahle wersion of the farm.

*=required

Requestor Name:™ Requestor Phone Murnber:™

Chris Doe B121231234

Comments™

| did not autharize this charge. | cancelled rmy subscription in November 20086, =

Once you have specified required
and optional information, click the
Continue button. =

 Continue ™)

10.You will receive a confirmation page which you need to print

Transaction Management
Dispute Reason: Unauthorized

@ Request has been successfully completed.

Print, sign and fax or mail this forr to the following address. This dispute will not be processed it
this form is not received within 21 days ofthe dispute date.

Fax Number:
701-461-3463

Mailing Address: A confirmation message displays on a screen set up for

LS. Bank Mational Association, ND printing. Depending on which reason you selected, you may
Ci0 U5, Bancorp Service Center, Inc. need to print, sign and send in the form to U.S. Bank.

P.O. Box G344 Click the transaction detail link to return to the Summary
Fargo, ND 58125-6344 tah.

Wihen finished printing, you can go to the transaction detail!

Account Number: 4246040011252475

Dispute Date TranDate  Statement Date Merchant Amount Reference Mumber
03022007 01/18/2007 0442252007 MR NEWSPAPER MAN 12810  24755427018730181473186

Unauthorized
Wy accountwas charged for this transaction and | did not authorize the charge

Requestor Mame: Requestor Phone Number:
Chris Doe 6121231234
Comments:

| did not authotize this charge. | cancelled my subscription in Novernber 2008,

Cardholder Signature (required to process this dispute)

11.Click on the Transaction Detail link to return to the summary tab

12.You will see a D icon displayed under the Status column
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Transaction Management

Transaction Detail

Product: Purchasing Card Switch Products
Card Account Humber: =030 CHBPIS DIOE Switch Accounts

Transaction Summary

Status  Match TranDate Posting Date Merchant City/State Amount Detail E» PurchaselD @ Accounting Cod

0118 0119 MR NEWSPAPER MAN  908-6630202, MJ $12810 @ 1 P22562501001

@ Disputed O Matehed A Exception (D), @ Trans petail Level (A% Reallocated
13.You can cancel the dispute by clicking on the Cancel Dispute button

Dispute Sales Draft Requests

Dispute information only reflects the last dispute filed « Hone
for this transaction. More information availahle in
Dispute Histary.

Dispute Reason:  Unauthorized
Dizspute Date: 03022007
Dispute Post Date:

Resolution Date:

Requestar Mame: Chris Doe
Dizspute Status: Unresalved

[+] Dispute Histop You can click the Cancel Dispute bhutton to cancel the dispute
as long as the dispute is still unresolved. For training purposes,
click the Gancel Dispute button now.

14 .Enter the cancellation reason in the Cancellation Comments field and
Yes, Cancel Dispute button

15.You can view the history of a dispute by scrolling to the bottom of the
Summary tab and clicking on the Plus sign (+) next to Dispute
History
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Dispute Sales Draft Requests

Dispute infarmation only reflects the last dispute filed for this
transaction. Mare information awailable in Dispute History.

* None

Dizpute Reason:  Unauthorized
Dispute Date: 030252007
Dispute Post Date:

Reszalution Date:

Reguestor Marme:  Chris Doe
Dispute Status: Unresalved

[-]1 Dispute History

Dispute  Resolution Redquestor Dispute Cancellation

Dispute Date

Dispute Status Dispute Reason

Cancelled By

Post Date Date Name Cancelled Comments
FSmith
03/02r2007 Jane Doe  Unresoled Unauthorized Yes train chtest  okayed

renewal cost

Printing the Cardholder Activity Report

1. If not already signed on, login to the Access Online system

2. If not at the Transaction Management web page, click Transaction
Management, then Transaction List

3. Select the billing cycle end date from the drop down menu for the
billing cycle you want to print and then select the Search button

U.S. Bank Access® Online Trustees California State Univ

Our Payme

mbank Transaction Management

Card Account Summary with Transaction List

e Card Accourt Number: = 20210, HEC TOR MUNIZ Suitch Accounts

AT e
Reporting
Wy Personal Information
Home -1 Card Account Summary
Contact Us
Account Humber. @ 9210
Account Name
Billing Cycle Close Date: [ 1172672010 | v]  MEIED
EERIEEER TS Tho 65 2 Final Approved Transactions: ~ §0.000
Reallocated Transactions $2,581.65 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 100.0% 100.0%

@ open Account

[+ Search Criteria Retum to top
1T ion List Retum to top

Recards 1 -2 ot 2

ChedcAll Shown | Unchede Al Shonn

Select Status ApprovalStatus Trans Posting Merchant CityState Amount Detail © Purchaseld & Accounting Code
Dat ate
r Pending 11020 1122 BROOKHAVEN RAIN BARREL  404-364-0440, GA  $2,393.00 @ visa & £19001 [ts011 6110021 ||5B000002|BTerraCot:
r Pending 11408 1110 TITAN SHOPS FULLERTOM,CA  §188.65 @ 0000022 B 660003(THEFD|10064lIDe 111 309w latPans

® Disputed @ Reallocated @, @ Trans Detall Level

Chedcall Shown | Unchede Al Shonn

Recards 1 -2 ot 2

L ccutocuc Y wass restocsc e

4. Once the information for the select billing cycle is displayed, click on
the Print Account Activity button
i. The first time you click on the button, the web browser pop up
blocker may stop the second window from displaying. If the
pop up is blocked, you need to make the selection to “Always
allow pop ups from this site”
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ii. If you browser is set to download the file instead of opening the
file, you will need make the selection to download the file to
your computer to view the report

U.S. Bank Access® Online Trustees California State Univ

(Ebank.

Transaction Management
Card Account Summary with Transaction List

= Transaction List
Account Information
Reporting
My Personal Information
Home

Contact Us

Suitch Acsounts

» Trans List

[-1 Card Account Summary

Account Humber: @ _az10
Account Name:

Billing Cycle Close Date: [T12672010 v] {2

Total Transactions: $2,581 65 2 Final Approved Transactions:  §0.000
Reallocated Transactions $2,581 65 2 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 100.0% 100.0%

© open Account

[+] Search Criteria Betum totop
=1 Tr ion List Return to top.

Records 12 of 2

Chede All Shown | Uncheds All $hann

Select Status Approval Status Trans Posting Merchant City/State Detail & Purchaseid @ Accounting Code
Date
r Pending 1120 11/22  BROOKHAVEN RAIN BARREL 404-364-0440,GA $2,393.00 @ visa @ 619001 1501610021 |BTerraCot:
[m} Pending 1108 1110 TITAN SHOPS FULLERTON,CA  $188.65 @ oo BB0003[THEFDI10064lIDell1 808wFlalFane

@ Disputed ** Reallocated @), @ Trans Detail Level

Chedcall Shown | Unchede Al Shonn

Records 12 of 2

5. A PDF version of the report will open in a new window (Requires adobe
reader)

6. Click the Print button on the adobe program
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1=
LJOpera [E Card Account Summary ... xBIJ'@ WebFOCS Report x 1 d}

access.ushank, com - access.ushank.com

X []

Cardholder Activity

Hame: Acoount Number:  TTTCC Cyole End Date: Open

Trans Date Merohant Hama Transactian Total Source Cumenoy  Curmenoy Amount
Pocting Date City, State’Prov.
Allosation Amount Asoounting Cooe

DRE02011 ATET DATA 226.00 usp 2500
gea1a011 B800-331-0500, GA

52500 10000000C-E04802-THEFD-10054- - - -IPad Daka Fian
Aativity Totals Purchacec Paymentc
52500 52500 $0.00
Cargheddar Mame: slgnaturs:
Zupervicor Name: zignature:
Fage 1af 1
=
[ = =
| | * L=

7. Open another web browser and navigate to the following website:
http://finance.fullerton.edu/Procurement/PCard/Forms/

8. Select the Approval of Procurement Card Transactions form. (The
form is a PDF document that allows you to fill in the required fields
before printing.)

9. Complete the required fields, then print and sign the Approval of
Procurement Card Transactions form

10.Approving Official reviews/approves the transactions, and signs the
form

11.Attach all supporting documentation (ex: receipts, Directive 11 forms,

etc.) to the Cardholder Activity Report and forward to the Procurement
Card Program Office, CP-300
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